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Introduction

Grants.gov has been designed to make it easier for organizations to find and
apply for more than $400 billion in federal grants. With electronic access to
more than 1,000 grant programs offered by all federal grant-making agencies,
Grants.gov leverages the power of the Web to streamline your grant
acquisition process.

This user guide has been developed to help you navigate the Grants.gov
environment more easily. In it, you'll find an overview of every step of the
process.

From getting started and registration to viewing and tracking completed
applications, this user guide offers clarification where and when you need it.
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Finding Information about Grants.gov

Grants.gov provides information for federal grant-making agencies in the For
Grantors section of the website. To access specific information about
Grants.gov, simply click For Grantors in the left side navigation on any
Grants.gov page. This will take you to the For Grantors page.

Once on the For Grantors page, you may post grant opportunities, publish and
retrieve grant applications and access resources specifically for grant-making
agencies. Inform co-workers and constituents about Grants.gov, and receive
help to make using Grants.gov easier.

Address |:EJ http: /e, grants,qov agencies/agencias, jsp

leD

Links

»

| =

FOR APPLICANTS

"

/

GRANTS.GOV*

APPLICANT §YSTEM-TO-
8YS

FOR GRANTORS

Contact Us SiteMap

Home »

FOR GRANTORS

If you are responsible for posting grant opportunities for your organization, this is
here you begin. Established agency users can click here to login.

dobe Reader 8.1.2 is compatible with Grants.gov

February 8, 2008

Help

Home

Click here to
receive our
Quarterly
"Succeed” e-
newsletter

Quick Links

A

CANT SYSTEM-TQ- ) . .
SYSTEM Testing for Adobe Reader version §.1.2 is complete, Adobe Reader 8.1.2
is now compatible with Grants.gow. Applicants are required to have a
ABOUT GRANTS.GOV compatible version of Adobe Reader installed to apply for grant
HELP applications.
GONTACGT US The compatible versions of Adobe Reader are available to download for
SITE MAP free on the Grants.gov website at:
http: /fwww. grants gov/help/download software.jsp.
For more infarmation on Adobe Reader please visit the Adobe Reader
EAQSs,
Please note, not afl applications are provided in Adobe Reader, so it is
recormmended to also have the furefdge Viewer instaled,
Release Notes
Click Here to Yiew the Latest Release Motes on 2007 System Service v
& B & Internet
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Posting Grant Opportunities

To post grant opportunities, simply click on For Grantors in the left side
navigation on any Grants.gov page. For established agency users, click the
login link at the top of the page, or in the Quick Links right navigation menu.

Address |2J http: /e .granks, gov/ agencies/agencies  jsp vl By Go | Links ¥
P
-_ -
= GRANTS.GOV® ContactUs  SiteMap  Help  Home
Horme »
FOR APPLICANTS Click here to
APPLICANT SYSTEM-TO- FOR GRANTORS receive our
YSTER Quarterly
p . i A o “Succeed” e-
FOR GRANTORS If you are responsible for posting grant opportuities for your orgahigation, this is newsletter

5 - where you begin. Established agency users cdn click here to login.
Agency uaer kegistration

Quick Links

Agency System-to-System i . .
Adobe Reader 8.1.2 is compatible with Grants.gov

Forms Repository

Grantor Resources February 8, 2008

APPLICANT §YSTEM-TO- . . .

SYSTEM Testing for Adobe Reader version 8.1.2 is complete. Adobe Reader 8.1.2
is now compatible with Grants.gov. Applicants are required to have a

ABOUT GRANTS.GOV compatible version of Adobe Reader installed to apply for grant

HELP applications.

CONTACT US

The compatible versions of Adobe Reader are available to download for
SITE MAP free on the Grants.gov website at:
http: /fwww. grants gov/help/download software.jsp.

For more infarmation on Adobe Reader please visit the Adobe Reader
E&Qs,

Please note, not afl applications are provided in Adobe Reader, so it is
recormmended to also have the furefdge Viewer installad.

Release Notes

Click Here to Yiew the |atest Release Motes on 2007 System Service v

&l B & Internet

The E-Authentication login page will appear, you will need to login with your
username and password to continue.

2N E-Authentication: Find a Credential Issuer - Windows Internet Explorer, provided by TMP Worldwide

File Edit ‘iew Favorites Tools Help |','
ol a4 o
) ) AN D Ju 3. -1 o a
.= (= ] \ﬂ lg (0 | S~ Search ) Favorites e} [ =" ] _l ﬂ ‘j/c_é .“‘
address | ] hetp:ffasc gsa.gov/portal ftemplatejFindCredentislServices. vmPasid=3356aT [D=20061 128-NNIKHELCYT3D v Bs Lk ”

~

" Authentication

SECURE GOVERNMENT ACCESS | ONLINE

Home About E-Authentication Help

Links
Find a Gowvernment Service
Find an Identity Provider

Ersquanty Asled Quastions Select an identity credential issuer
Session Preferences %

Horme * Find a Credential Issuer

The government agencies and companies listed below issue log-in IDs, or identity

Contact credentials, that are trusted by E-Authentication. That means that the identity

E-Mail credentials they issue can be used to gain access to many different online
government services,

»*.

E-GOV If you have an identity credential from one of the entities listed below, click on the

entity's logo and you will be redirected to that web site. after successfully logging-
in at that Wweb site, you will be redirected to the government service that you wish
to access.

> ()71

ot el AN

GRANTS.GOV Page 7 of 70



Grantor Resources

To view resources specifically for grantors, click on For Grantors in the left
side navigation on any Grants.gov page. Then, select Grantor Resources,
the Grantor Resources page will appear. On this page you will have access to
FAQs, training material, animated tutorials, key contacts and other important
information.

Address |@ http: /e, grants.qovfagencies/arantors_help_resou,jsp V| Go Links **
~
L -
— GRANTS.GOWV* Contact s SiteMap  Help  Home

Home » For Grantors »

FOR APPLICANTS Click here to
APPLICANT SYSTEM-TO- GRANTOR RESOURCES receive our
SYSTEM Quarterly
i “Succeed” e-
FOR GRANTORS There are several tools and documents available here to help you with Grants. gowv. newsletter
Agency User Registration o al
) | = Ll0ssary Quick Links
SUSHCYSlemptesyee Resources Stakeholder Communications
] UL e Contacts Passwaord Reset [EXIT Disclaimer] FOR APPLICANTS
» Grantor Resources Training Materials Related Links
Grantors FAQs Animated Tutorials Exit Disclaimer
MNew Grantor Users Download Software
HELP L
Frequently Asked Questions - The most frequently asked questions about FOR GRANTORS
CONTACGCT US Grants.gov for Grantors. = . =
& Agen n
EUEIEE * Grantor FAQs
* General FAQs
« adobe and PureEdge FaQs &
« Public Law 106-107 FAQS
+ Reference FAQSs for Applicants
Resources - Helpful step-by-step guides for agencies and other training material,
» Grantor User Guide 75 - Learn haw ta navigate with step-by-step instructions in
the Grants.gowv environment.,
« E-Authentication User Guide 20 - & step-hy-step guide to E-Authentication ~
&l B & Internet
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Manage Opportunities

To post a synopsis and/or a grant application, you must first create a grant
opportunity.

The first step you must accomplish is logging into the system. On the
homepage of Grants.gov click on Agency Login on the right side of the
screen in the Quick Links menu. You will need to have an agency profile set-
up and be authorized by your main agency point of contact in order to be able
to create grant opportunities.

After you have logged into Grants.gov, you will see a listing of the different
roles that have been authorized to you, including Manage Opportunities.

You will be able to create a new opportunity, modify or delete an existing
opportunity within the Manage Opportunities section. When creating a new
opportunity, you will establish the groundwork information that will be used for
the creation of your grant opportunity synopses and grant application
packages.

, For Applicants About Grants.gov Resources For Agencies
L' N
: GRANTS.GOV™ Contact Us SiteMap Help Home
Welcome, Home > For Agencies
Cynthia Nguyen
of GrantsGovAdmin
Manage Agency User FOR AGENCIES
Profile
Published Opportunities wWelcome to the "For 4gendies" section of Grants.gow!

Applicant Report . i . . . )
The functionality available to you is listed on the left side of the screen and is based on the role(s) defined for you by
Organization Report your Grants.gov Role Manager.
Set Closing Date Limits . . .
First time users are encouraged to learn about the process by clicking here.
Submission Report
For assistance, click the Help button in the upper right hand corner of the screen.

Manage Opportunities

Assion Agency Tracking If you are unable to access the information you need due to Section 508 accessibility issues, please contact the
Number Grants.gov helpdesk,

Manage Application
Package Templates

View All Submitted
Applications

Applicant Audit Report
Get Version

Retrieve Submitted
Applications

Logout of Gramts.qov

éj Done S & Internet
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!

Creating New Grant Opportunities

To post either a synopsis and/or a grant application, you must first create a
grant opportunity.

The first step you must accomplish is logging into the system; on the
homepage of Grants.gov click on Agency Login in the Quick Links menu in
the blue box. After you have logged into Grants.gov and selected Manage
Opportunities from the left-hand side, you will be given a listing of all
opportunities currently posted for your agency.

To create a new opportunity, select the Create Opportunity button.

’ For Applicants About Grants.gov Resources For Agencies
L.E-'b: GRANTS. GOWV* Contact Us SiteMap Help Home
Welcome, Home = For Agencies = Manage Opportunities
Cynthia Nguyen
of GrantsGovadmin
MATIAGE OPPOR I‘IIT.[ES
Manage Agency User
Profile Create Opportunity Madify Oppartunity Delete Opportunity
Applicant Report Opportunity Num. Opportunity Title CFDA Numbers 8 Record
AP Ynopsis
Crganization Report n IS B preny 0 Packageis) ke
Set Closing Date Limits 123 123 00,000 Synopsis false
0 Package(s)
Submission Report i
u 123123123 Laura_Manaan 00.000 DIBEITIER. | e
< M.manie Oi)i)onunilies — LIEAHSTES)
Synopsis
A — u EXR-01 GDIT-Test-53 00.000 3 chksge(s) false
Number
n 123123123 Laura_haran 00,000 SRS true
Manage Application 0 Package(s)
Packaue Templates o . Synopsis
; 3 n 123-987 hary's test 0 Package(s) true
View All Submitted e
Applications n 2006-COMT-FEMA 2006 FEMA Cantinuation 97.083 0 Packagais) true
ica I P i
CELICANCRURURERCT 2007-ABC-1234VZ Grantor lraining lest package 16710 s rue
- - 0 Package(s)
Get Version 5 -
Ynopsis
Retrieve Submitted n 2T g i 0 Package(s) Ure
Applications i
n 54554 Boat SR true
Logout of Graits.qov - - i agn.a(s)
#_GA_CODE_TESTZ_GOA Grants For Policy-Oriented Rural Health Services 83155 Synopsis i
Research 0 Package(s)
- [nl=tiny] Alifledi 44 nnd SyﬂDpSIS tria
@_1 Done é 0 Inkernst
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The Grant Opportunity Property screen will provide the basic properties that
you will need to enter for the new Grant Opportunity. These elements include
the following: (* Mandatory fields)

’ For Applicants About Grants.gov Resources For Agencies

; GRANTS.GOWV® Caontact Us  SiteMap Help Home

Welcome, Home = For Agencies = Manage Opportunities = Grant Opportunity Properties
Cynthia Nguyen
of GrantsGovAdmin

Manage Agency User
Profile

Published Opportunities

GRANT OPPORTUNITY PROPERTIES

Opportunity Number:*

Applicant Report Opportunity Title:*

Organization Report Opportunity Category:* | Select the Category of this Oppartunity ~
Set Closing Date Limits CFDA Numbers:

Submission Report Synopsis:

Manage Opportunities —

L Application Packages:

Assign Auency Tracking

Number

Manage Application
Package Templates

View All Submitted
Applications

Applicant Audit Report
Get Version

Retrieve Submitted
Applications

Opportunity Number*: The Opportunity Number is a number that you choose
to identify your grant opportunity within the Grants.gov system. You must enter
a number into this section — the system will not self-generate a number for
you.

Opportunity Title*: This is the title of your grant opportunity. Your Opportunity
Title should accurately reflect the nature of your funding opportunity.

Opportunity Category*: You need to select a category for this particular
opportunity. The choices are Discretionary, Continuation, Mandatory or
Earmark. If the opportunity falls in between one or more of these choices,
please select the option that is closest to the description of the opportunity.

CFDA Number: You can enter numerous CFDA Numbers if your opportunity
falls under different CFDA programs. This is an optional field. Also, if it is a
new program number, you may need to wait for 24 hours after you have
entered in this information at the CFDA Catalog before you will be able to post
this new CFDA program.

After you have entered this information, you must add either a synopsis or
application package in order to have the grant opportunity properties saved.

*For Mandatory Grants do not post a synopsis, instead only post the

application package. Then email the applicant the Opportunity Number of the
grant so they can apply.
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Modifying Grant Opportunities

Manage Opportunities

After creating a grant opportunity, it will be listed as one of the available
opportunities that you can modify and delete within your agency’s Manage
Opportunities listing.

Modify Opportunity

To modify a grant opportunity, select the opportunity you wish to modify by
clicking on the white circle next to the opportunity and then selecting the
Modify Opportunity button.

¥
[ )
= GRANTS. GOV Contact Us SiteMap Help Home

For Applicants About Grants.gov Resources For Agencies

welcome, Home = For Agencies = Manage Cpportunities
Cynthia Nguyen
of GrantsGovAdmin

i MANAGE OPPORTUNITIES
Manage Agency User
Profile Create Opportunity ] [ Modify Opportunity ] l Delete Opportunity ]

Legacy
Opportunity Num.  [Opportunity Title Record|

l

Published Opportunities
Applicant Report

e SR Synopsis
Organization Report i WD — 0 Package(s) Lkt
Set Closing Date Limits 123 123 00.000 Synopsis false
0 Package(s)
Submission Report j
123123123 Laura_Marwan 00.000 RERSLIIEE |
< 0 0 Package(s)
Synopsis
Aesitini Masnca Tracidns n EXR-01 GDIT-Test-99 00.000 ieitoee, |
Humber
- n 123123123 Laura_Marwan 00.000 Sl frue
Manage Application 0 Package(s)
Package Templates . ' Synopsis
. ) n 123-987 Mary's test 0 Packaga(s) true
View All Submitted E
Applications u 2008-CONT-FEMA 2006 FEMA Continuation 47.083 erse B B te

The next screen will allow you to modify the properties of the Grant
Opportunity, the Synopsis, the Application Package(s) and Full Announcement
Attachments. Just click on the Modify button that is under the section you
wish to modify.

’ For Applicants About Grants.gov Resources For Agencies
[
— GRANTS.GOV™ Contact s SiteMap Help Home
~
Welcome, Home = For Agencies > Manage Opportunities » Grant Opportunity Properties

Cynthia Nguyen
of GrantsGovAdmin

GRANT OPPORTUNITY PROPERTIES

Manage Agencwlser
Profile

Opportunity Number:* JT-006-003
Opportunity Title:* Fellowships for Working Wops€h in the Humanities
Opportunity Categqory:* Discretionary

CFDA Numbers:

Set Agency Level
Create Agency
Modify Agency
Published Opportunities
Applicant Report
Organization Report

Set Closing Date Limits
Submission Report

Synopsis: [ MDdlfyD[ Delete H Attachments ]

Manage Opportunities i
_ _ Application Packages:
Assign Agency Tracking
Number T 3
Competition Titlz @E_
Manage Application Mandatory: SF424_Short,
Package Templates -008- :
Package Templates JT-006- Feflsipe lne2006  (H-ug-2008 SupplementaryCover SheetforNEHGrantPrograms,
003 Aftachments
Manage Agency Users Optional: Nons
View All Submitted I Mandatory: SF424_Individual,
Anplications I Fellnaarshing e | e | SR T T O E S PG,
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Also, you will be able to add, for the first time, a synopsis, application
package(s) and Full Announcement Attachments if you had not added this
previously. The screen below shows you an example of a Grant Opportunity
without a Synopsis or Application Package. To add a Synopsis or Application
Packages simply click the Add button next to the section you would like to add
to.

, For Applicants About Grants.gov Resources For Agencies
.
o GRANTS.GOV® Contact Us SiteMap Help Home
~
welcome, Home = For Agencies = Manage Opportunities = Grant Opportunity Properties

Cynthia Nguyen
of GrantsGovadmin

GRANT OPPORTUNITY PROPERTIES
Manage Agency User

Profile

Opportunity Number:* 456456456456
Set Agency Level Opportunity Title:* Cindy Grants
Create Agency Opportunity Category:* Mandatory

CFDA Numbers: oo0.o00

Modify Agency
Iilodify Agenc

Published Opportunities

Applicant Report
Organization Report .
: Synopsis:
Sel Closing Date Limits
Subinission Report .

Manage Opportunities

Assian Agency Tracking
Humber

Application Packagest Add

You can also delete the synopsis, application package(s) and Full
Announcement Attachments. To add or delete attachments for a synopsis click
on the Attachments button. You can only add or delete.

’ For Applicants About Grants.gov Resources For Agencies

h::' GRANTS.GOV® Contact Us SiteMap Help Home

-
welcome, Home = For Agencies > Manage Opportunities > Grant Opportunity Properties
Cynthia Nguyen

of GrantsGovadmin

Manage Agency User

GRANT OPPORTUNITY PROPERTIES

Profile
Opportunity Number:*  1T-008-003
Set Agency Level Opportunity Title:* Fellowships for Working Women in the Humanities
Create Agenc Opportunity Category:* Discretionary
) CFDA Numbers:
Modify Agency

Published Opportunities
Applicant Report

Organizati -

Eo Ll Synopsis: [ Madify ][ Dele}{][ Attachments ]
Set Closing Date Limits

Submission Report

e = Application Packages:

Assign Ayency Tracking

Manage Application Mandatory: SF424_Shart,

Packaqge Templates -008- b

Package Templates JT-00E Felowships 12006 1-Aug-200s  SUPPEmentaryCoverSheettorNEHGrantPrograms
003 Aftachments

Manage Agency Users Optional: None

Please note that if you MODIFY or DELETE any of the existing
information, it could impact an applicant’s ability to submit an
application that was previously downloaded before the modification.
Also, an email will be sent to those applicants regarding these modifications. If
you plan to change any of the following, please contact your Grants.gov
Agency Program Advisor before you make the modification:

o Grants.gov Opportunity Number, CFDA Number or Forms within the
Application Package
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Deleting Grant Opportunities

Manage Opportunities

After creating a grant opportunity, it will be listed as one of the available
opportunities that you can modify and delete within your agency’s Manage
Opportunities listing.

Delete Opportunities

To delete a grant opportunity, select the opportunity you wish to delete by
clicking on the box next to the opportunity and selecting the Delete
Opportunity button.

’ For Applicants About Grants.gov Resources For Agencies

LE-.: GRANTS.GOV® Contact s SiteMap Help Hame

welcome, Home > For Agencies = Manags Opportunitiss
Cynthia Nguyen
of GrantsGovadmin

MANAGE OPPORTUNITIES

Manage Agency User
Create Oppaortunity ] [ todity Opparunity ] [ Delete Opparunity )

Profile

Published Opportunities ._ m Legacy
. e o
i ——— Opportunity Num. Opportunity Title CFDA Numbers : Record|
- ) WNOpsis
Organization Report n MR MESE A n 0le 0 Package(s) (EIESS
Set Closing Date Limits 123 123 00.000 Sy false
e 0 Package(s)
123-123-123 Laura_Marwan 00.000 No Synopsis false
Manage Opportunities e
" i EXR-01 GDIT-Test 58 00.000 SHopsts false
0 Package(s)
Humber
- n 123123123 Laura_Marwan 00.000 Sl true
Manage Application 0 Package(s)
Package Templates g ' Synapsis
: ) u 123-987 Mary's test 0 Package(s) true
View All Subimitted T
Applications n 2006-COMNT-FEMA 2006 FEMA Gontinuation 47 083 AR GEE) true
i y
Applicant Audit Report 2007-A8C-123-4/2 Grantar raining test package 16.710 EDnopsls true
- - 0 Package(s)
Get Version B
YNopsis
25454464 Boat 20402 0 Package(s) true
S AAER4 Anat i iR

You will receive a confirmation screen when you request to delete an

opportunity. This will delete the ENTIRE opportunity and everything that is

attached will be deleted. If you just need to delete a portion of an opportunity,

refer to the Modifying an Opportunity section.
]

For Applicants About Grants.gov Resources For Agencies

'__h!: GRANTS.GOV® Contact Us SiteMap Help Homs

Welcome, Haome = Faor = Manage Oppartunities = Delete Opportunity
Cynthia Nguyen
of GrantsGovAdmin

:)ﬂ_J_.IJ_ﬂl'lg:' e Agency User DELETE OPPORTUNITY VERIFICATION
Profile
Published Opportunities Please verify that you want to delete thiz opportunity.

Applicant Report
Opportunity Number: 2545454

Organization Report Opportunity Title: Boat
Set Closing Date Limits Opportunity Category: Discretionary
CFDA Numbers: 20,502

Submission Report

Manage Opportunities Delete m

Assian Agency Trackine
Number

If you do want to delete the entire opportunity, select Delete and the
opportunity will be deleted. An applicant will no longer be able to find the
opportunity on the website nor will they be able to submit an application for
this opportunity.
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Publishing New Synopses

In order to post a synopsis, you must first create a new grant opportunity. To
create a new opportunity click on the Manage Opportunities link. On the
Manage Opportunities page, click the Create Opportunity button at the top of
the page. Once you have entered the required information of a new Grant
Opportunity, click on Add next to Synopsis.

You will be directed to the following page.

S

L:: GRANTS.GOV® Contact Us SiteMap Help Home

For Applicants About Grants.gov Resources For Agencies

Welcome, Home = For Agencies = Manane Opportunities = Grant Opportunity Properties
Cynthia Nguyen
of GrantsGovaAdmin

GRANT OPPORTUNITY PROPERTIES

Manage Agency User
Profile

i oo
Published Oppartunities Opportunity Number:

Applicant Report Opportunity Title:*

Organization Report Opportunity Category:* | Select the Category of this Opportunity R
Set Closing Date Limits CFDA Num

Submission Report

Synopsis:

Manaae Opportunities ——
- Application Packages:

Assian Agency Tracking
Humber

Manage Application
Packade Templates

View All Submitted

When you are on the Opportunity Synopsis Properties page you will need
to fill out the following forms under Funding Properties:

Instrument Type*: Select the particular type of funding that represents the
grant opportunity. You can highlight more than one option by using either the
SHIFT or CTRL key.

Activity Category*: These are the high-level categories found in the Catalog
of federal Domestic Assistance. You can highlight as many categories as you
see fit. If you select Other, you will need to add additional information within
the Category Explanation regarding your opportunity.

Category Explanation: This box becomes mandatory if you have selected

Other in the Activity Category section. If you have not, then this box
becomes optional and you may input additional information if needed.
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welcome, Home = For Agencies = Manags Opportunities = Grant Opportunity Propertiss = Opportunity Synopsis Propsrties
Cynthia Nguyen
of GrantsGovAdmin

OPPORTUNITY SYNOPSIS PROPERTIES
Manage Agency User

Profile
Opportunity Properties

Published Opportunities
2 Opportunity Number: 5555555

Applicant Report Opportunity Title: Cynthia Test
= o Opportunity :
Qrganization Report Eatenniy” Discretionary
Set Closing Date Limits CFDA Numbers: 00.000

Submission Report

Manage Opportunities

. Cooperative Agreement
Assian Agency Tracking Grant

Number Instrument Type: * Other
Procurement Contract

Funding Properties

Manage Application
Package Templates Agriculture ~
Aits [ses "Cultural Affairs” in CFDA]

View Al Submited e o Cormes

Applications Cornrunity Development

- -, Consumer Pratection

Applicant Audit Report Activity Category: * Disaster Prevention and Felisf

Education

Employment, Labor and Training

Energy

Ervviranment b

Get Version

Retrieve Submitted
Applications

Lodgout of Grants.gov

&) Dons 2 @ Internet

When you continue to scroll down the page you will need to fill out the
following:

Posting Date*: This is the date that the opportunity will be posted to the
Grants.gov website. If you set the date in the future, the opportunity will not get
posted until that date. If you set it for today’s date, then the opportunity will be
automatically posted today after you publish the opportunity. If you set the post
date for the future, any changes and modifications you perform on the
synopsis will not be made public. It is only AFTER the synopsis has been
posted to the website that all future modifications will be made public.

Close Date: This is an optional field, but if you do not enter in a Close Date,
you will need to enter information into the Close Date Explanation box.

Close Date Explanation: This is a mandatory field if you do not enter
anything into the above Close Date box. Also, you can use this as an optional
box if you need to include any other information pertaining to the Close Date.

Agency Contact*: This information is prepopulated by the system and is the
user information for whoever is currently logged into the system.

Email Address™*: This is also prepopulated by the system and can be
overwritten.

Email Description*: Enter text which will be presented as a hyperlink to the
email address provided. For example, if you entered “Help Desk”, then when
the synopsis is published and someone clicks on “Help Desk” it will open up
an email with the email address already prepopulated in the “To” field.

GRANTS.GOV Page 16 of 70



4’ For Applicants About Grants.gov Resources For Agencies

;..'_"h"- 3 GRANTS.GOWV® Contact Us SiteMap Help Home

welcome,
Cynthia Nguyen

. Synopsis Dates
of GrantsGovAdmin

Posting Date: * (format: MMADDAYYY)

Manage Agency User
Profile

Published Opportunities
Applicant Report

Orgal ion Report
Set Closing Date Limits
Submission Report
Manage Opportunities

Assign Agency Tracking
Humber

Close Date:

(farmat: MM/DD/YYYY)

Close Date
Explanation:

* if no Close Date is
prowided

Manage Application
Package Templates

View All Submitted
Applications

Applicant Audit Report
Get Version

Agency Contact For Electronic Access Problems

.Cyn.tixia Nouyen A
THP Test acct |
Phone 1345678590 v

Agency Contact: *

E-Mail Address: * Cynthia.Nguyen&tmp.com

E-Mail Description: *
Retrieve Submitted
Applications

Logout of Grants.gov

Opportunity Eligibility Information

City or tawnship govemments ~
Cournty governments
Far profit organizations other than small businesses

&] Done 2 @ Intemst

As you continue to scroll down the page you will need to fill out the following in
the Opportunity Eligibility Information Section:

Eligible Applicants*: Select the eligible groups for this synopsis. Again, you
can select more than one group by using the SHIFT or CTRL option.

Eligibility Explanation: If you select “Other” as your eligible group, you will
need to enter text into this field. Also, if you need to include additional
information on the eligibility, you can use this text field to provide that further
explanation.

’ For Applicants About Grants.gov Resources For Agencies
- .
L_—/ GRANTS.GOV® Contact Us SiteMap Help Home
= ~
Welcome, E-Mail Description: *
Cynthia Nguyen
of GrantsGovAdmin
Manage Agency User Opportunity Eligibility Information
Profile City or township governments ~
- h » County govemments
Published Opportunities For profit organizations other than small businesses
& Independent school districts
Applicant Report Individuals
& T Eligible Applicants: * Native American tribal govemments [Federally recognized)
e Naive American tibal organizations [other than Federaly recogrized tibal governments]
- o Maonprofits having a 5071(c][3] status with the IRS, other than institutions of higher education
Set Closing Date Limits
. Manprafits that do ot have a 501 [c)(3] status with the IRS, other than institutions of higher education
Submission Report Others [see text field entitled "Additional Infarmation on Eligibiliy” for clarificatian) |
Manaae Opportunities
Assign Agency Tracking
Number
Manaqge Application Eligibility Explanation:
Package Templates * if Eligible Applicants is
B B Others
View All Submitted
Applications
Applicant Audit Report
Get Version
Retrieve Submitted Award Information
Applications Cost Sharing or
Logout of Grants.gov Matching Requirement: Oves @no
Expected Number of
Awards:
Eoticactnd Tosal N

ﬁ;‘] Daone

2 @ Internst
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As you continue to scroll down the page you will need to fill out the following in
the Award Information Section:

Cost-Sharing or Matching Requirement*: This defaults to No; please select
Yes if the applicant will need to match some of the provided federal funds.

Expected Number of Awards: This is an optional field. If you know this
information, please enter a numerical amount into the box. It will only accept
numbers.

Estimated Total Program Funding: This is an optional field. If you know this
information, please enter the total program funding. It will only accept numbers
— do not enter a dollar sign, it will be automatically inserted.

Award Ceiling*: Either enter the dollar amount in numbers or write the word
“none” into the field. The dollar amount will be automatically formatted,
therefore, you will not need to enter a dollar sign or format the number with
commas.

Award Floor*: Either enter the dollar amount in numbers or write the word
“none” into the field. The dollar amount will be automatically formatted,
therefore, you will not need to enter a dollar sign or format the number with
commas.

As you continue to scroll down the page you will need to fill out the following in
the Funding Opportunity Description Section:

Funding Opportunity Description*: Enter a short description (two to three
paragraphs) about the funding opportunity. Do not use any special characters
or HTML encoding. If you copy and paste text into this box, please review to
ensure that the paragraphs have been formatted correctly and any special
characters have been removed.
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B :
— GRANTS.GOV® Contact Us SiteMap Help Home
Award Ceiling: * ~
welcome,
Cynthia Nguyen award Floor: *
of GrantsGovAdmin
Manage Agency User . . —
Profile Funding Opportunity Description
Published Opportunities
Applicant Report
Organization Report
Funding Opportunity
Set Closing Date Limits Text Description: *
Submission Report
Manage Opportunities
Assign Auency Tracking
Number
Manage Application Full Announcement Link
Package Templates ement URL:
\new_ AII_Squnme\I URL Description:
Applications
Applicant Audit Report i -
Archiving Policy
Get Version Synapsis and associated documents may be scheduled for archiving 30 days after the application's close
el e date, or upan a User-specified date after the |ater than the posting date, or may be left unscheduled and
e manually archived later. The latest archiving date chosen for a synopsis or any associated documnent will
Applications become the effective archiving date for the entire document set,
Logout of Grants.gov Archiving Policy:
@ automatic, 30 days after the close date
O autornatic, on specified dats: (Farmat: MM/DOAYYY) 2

&] Done S @ mmtemet

As you continue to scroll down the page you will need to fill out the following in
the Full Announcement Link & Archiving Policy sections:

Announcement URL: This is an optional field. Enter the full URL where the
full announcement for this opportunity is located. If you do not enter the URL,
then you will need to upload the Full Announcement. Refer to the Attaching
Full Announcement/Other Documents section (Pg 36) for more information.
You must enter the full URL, including the “http://” (example:
http://www.grants.gov)

URL Description: If you enter an Announcement URL, you will need to enter
text into this field. The text will appear hyperlinked on Grants.gov and the
applicant can click on the text to be linked to wherever you have the Full
Announcement hosted.

Archiving Policy: The Archive Policy is defaulted to be archived 30 days after
the close date. There are three options to select from:
e Automatic, 30 days after the close date
e Automatic, on the date that you specify
e Manual Archive — you will need to return back to Grants.gov and
manually archive by modifying the synopsis and selecting the option
to automatically archive on a specified date — you will need to enter
in the date for the archive to occur.
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Welcome,
Cynthia Nguyen
of GrantsGovAdmin

Manage Agency User
Profil

Published Opportunities
Applicant Report
Organization Report

Set Closing Date Limits
Submission Report
Manage Opportunities

’ For Applicants About Grants.gov Resources For Agencies

GRANTS.GOV™ Contact Us  SiteMap Help

Haorme

FURAING UppOITUNITY Lescrption =

Funding Opportunity
Text Description: *

Full Anhouncement Link

Assign Auency Tracking
Number

WManage Application
Package Templates

View Al binitted
Applications

Applicant Audit Report
Get Version

Retrieve Submitted
Applications

Logout of Grams.gov

A ement URL:

URL Description:

Archiving Policy
Synopsis and associsted documents may be scheduled for archiving 30 days after the application's close
date, or upon a user-specified date after the later than the posting date, or may be left unscheduled and
manually archived later. The latest archiving date chosen for a synopsis or any associated docurment will
become the effective archiving date for the entire document set.

Archiving Policy:

O] Automatic, 30 days after the close date
© automatic, on specified date:

© Manual archive

| (format: MM/DD /YY)

:

&] Done

2 @ Internet

Publish: After you have entered in all the information necessary for your
synopsis, select Publish. You will be given a confirmation screen that will
include all of the information you have previously entered. Review this
information and select Publish again at the bottom of the screen.

Welcome,
Cynthia Nguyen
of GrantsGovAdmin

Manage Agency User
Profile

Published Opportunities
Applicant Report
Organization Report
Set Closing Date Limits
Submission Report
Manage Opportunities

Assign Agency Tracking
Number

Manaae Application
Package Templates

View All Submitted

Applicant Audit Report
Get Version

Retrieve Submitted
Applications

Logout of Grants.gov

-
h_h'.

’ For Applicants About Grants.gov Resources For Agencies

GRANTS.GOWV™ Contact Us SiteMap Help Home

-
Home = For Agencies = Manage Opportunities * Grant Opportunity Properties = Confirm Oppartunity Synopsis Properties
CONFIRM OPPORTUHNITY SYNOPSIS PROPERTIES

Please confirm the opportunity synopsis information before publishing.

Opportunity Properties

Opportunity 5555555

Number:

Opportunity Title: Cynthia Test

Opportunity . .

Category: Discretionary

CFDA Numbers: 00.000

Funding Properties

Instrument Type:

Grant

Other

Activity Category:

Agriculture

Category Explanation:

Synopsis Dates

Posting Date: 06/02/2007

Close Date: 09/02,/2007

Close Date Explanation:

Agency Contact For Electronic Access Problems v

@'] Done

2 @ Internst

If you need to correct any information, select Edit to return to the previous
screen to allow you to edit. If you select Cancel, you will return to the Manage
Grant Properties screen and none of your work will be saved.
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If you select Publish, you will receive a confirmation screen regarding the
successful publishing of the opportunity.

’ For Applicants About Grants.gov Resources For Agencies
L
| GRANTS.GOV" Contact Us  SiteMap Help Home
welcome, Home = For Agencies > Manage Opportunities > Grant Opportunity Properties = Synopsis Publish Success

Cynthia Nguyen
of GrantsGovAdmin

N S—— SYNOPSIS PUBLISH SUCCESS

Puofile X X .
T Your opportunity synopsis has been successfully published.
Applicant Report This opportunity synopsis will be available in the Find Grant Opportunities area of Grants.gow within 30
Organization Report minutes.
Set Closing Date Limits
Cantinue
ion Report

Manage Opportunities

Assian Agency Tracking
Number

Manage Application
Package Templates

View All Submitted
Applications

Applicant Audit Report
Get Version

Retrieve Submitted
Applications

Logout of Gramts.gov

&l one S & Internst

If the post date you have entered is today’s date, then the synopsis will appear
on the site within 30 minutes.

If the post date is in the future, then you will also receive a confirmation screen
regarding a successful publishing of the opportunity, but it will not be present
on the screen until the actual post date you entered. You will be able to edit
and modify this synopsis until the post date without any of those edits being
visible to the applicant.

Please be aware that Grants.gov will be updating the content on this

confirmation screen to more accurately explain that synopsis with a future post
date will not automatically appear on the site until that future date.
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Modifying Synopses with a Future Post Date

This section is in reference to modifying synopses that have been published,
but have a post date that is in the future. These synopses can be modified
without the applicants being notified and without the record of these
modifications being made public.

In order to modify a synopsis, you must select the grant opportunity from the
Manage Opportunities section and click on Modify Opportunity. Once you
enter the Grant Opportunity Properties screen, click on Modify next to
Synopsis.

’ For Applicants About Grants.gov Resources For Agencies
b
[ h"—' GRANTS.GOWV® Contact Us  SiteMap Help Home
Welcome, Home = For Agencies > Manage Opportunities = Grant Oppartunity Properties

Cynthia Nguyen
of GrantsGovAdmin

GRANT OPPORTUNITY PROPERTIES
Manage Agency User

Profile

) ) . Opportunity Number:* 5555555
Published Opportunities Opportunity Title:* Cynthis Test
Applicant Report Opportunity Category:* Discretionary

CFDA Numbers: 00,000

Organization Report -

Set Closing Date Limits

\ Submission Report
je O Ui | -
- Synopsig: I hiodify H E}blete ][ Attachments
Assign Adency Tracking

Number

Manage Application

Package Templates Application Packages:
View All Submitted

Applications

Applicant Audit Report
Get Version

Retrieve Submitted
Applications

Logout of Grants.gov

@:I 2 @ mtermet
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In the next screen, you will be provided the original synopsis. Make the
necessary modifications and select Publish at the bottom of the screen.

s

| ==

Welcome,
Cynthia Nguyen
of GrantsGovAdmin

Manage Agency User
Profile

Published Opportunities
Applicant Report
Organization Report

Set Closing Date Limits
Submission Report
Manage Opportunities

Assign Agency Tracking
Number

Manaae Application
Package Templates

View All Submitted
Applications

Applicant Audit Report
Get Version

Retrieve Submitted
Applications

Logout of Grants.gov

/)

GRANTS.GOV®

For Applicants About Grants.gov Resources For Agencies
Contact Us  SiteMap Help Home

Ho A
. e
Estimated Total Program 101
Funding:
Award Ceiling: 102
Award Floor: 101
Funding Opportunity Description
Funding Dpportunity Text Description:
THIS 1% A TEST
. Full Announcement Link
Announcement
URL: www test.com
| URL Description:  Testing
Synopsis Modification Comments
Synopsis Modification Comments:*
Publish 3

(Ej Daone

2 @ Internst

You will be taken to the Confirm Opportunity Synopsis Properties screen.

s

For Applicants About Grants.gov Resources For Agencies

|
:__— GRANTS . GOV® Contact Us  SiteMap Help Home
~ ~
Welcome, — Home = For Agencies > Mansge Opportunities > Grant Opportunity Properties = Confirm Cpportunity Synopsis Properties
Cynthia Nguyen
of GrantsGovAdmin
Wanage Agency User CONFIRM OPPORTUNITY SYNOPSIS PROPERTIES
Profile
Set Agency Level Flease confirm the cpportunity synopsis information before publishing.
Create Agency . .
- Opportunity Properties
Modify Agency Opportunit
] - - el 0413-KN -9
Published Opportunities )
Opportunity Title: 0413-Kv-9
Applicant Report i
Applicant Report I]ppﬂrtun.lty Mandstary )
Onganization Report atedony:
0 &
CFDA Numbers: 00.000
Set Closing Date Limits
Submission Report Funding Properties
Instrument Type:
Manage Opportunities Grant
Assign Agency Tracking Activity Category:
Number Agriculture
Manage Application 3
Cat Exnpl tion:
Package Templates ategery Explanation
Manaage Agency Users Synopsis Dates
View All Submitted Posting Date: 04/13/2007
Applications Close Date: 04/13/2008
Close Date Explanation:
Applicant Audit Report
Get Version i Agency Contact For Electronic Access Problems
b3 | Marwan Abu-Fadel bt
&) Done S B neernet
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At the bottom of the screen, you will be asked to enter the details pertaining to
what you have modified in the Synopsis Modification Comments box.

Create Agency Funding Opportunity Text Description:
Modlify Auency ==t

- 3 - .
Published Oppartunities Full Announcement Link
Applicant Report Announcement

URL:

QOrganization Report i
Set Closing Date Limits
Submission Report
Manage Opportunities

Assian Agency Tracking
Number

URL De

Synopsis Modification Comments
Synopsis Modification Comments:*

Manage Application
Package Templates

Manage Agency Users
View All Submitted
Applications

A|l|)|iCc'IIIT Audit Report

Get Version
é e Internet

< >
@;’] Done

Enter what you have modified. If the post date is in the future, these comments
will not be made public, but will serve as a record of what you have previously
modified. After this synopsis is posted, any future modification comments will
be made public so that the applicant knows what has been modified with the
post date that the synopsis was originally posted on the site.

Once you have reviewed the modifications and completed the comments box,
select Publish. If you need to make additional changes, select Edit and
perform those revisions. If you select Cancel you will be taken back to the
Grant Opportunity Properties screen.

You will receive a Synopsis Publish Success screen. Please be aware that
though the text states that the opportunity will be available within 30 minutes,
since your post date is not until the future, the synopsis will not be published
until that post date. All modifications made before the post date will not be
seen by the public.

’ For Applicants About Grants.gov Resources For Agencies
[ - .
! ‘—-' GRANTS.GOWV® Contact Us  SiteMap Help Home
Welcome, Home = For Agencies > Manage Opportunities > Srant Opportunity Properties = Synopsis Publish Success

Cynthia Nguyen
of GrantsGovAdmin
SYNOPSIS PUBLISH SUCCESS
Manaae Agency User
rofle has b fully published
O mmn e YWour opportunity synopsis has been successfully published.

Applicant Report Thiz opportunity synopsis will be available in the Find Grant Cpportunities area of Grants.gov within 30
Organization Report minutes.

Set Closing Date Limits "
—

Submission Report

Manaae Opportunities

Click Continue and you will be directed to the Grant Opportunity Properties
Screen.

GRANTS.GOV Page 24 of 70



Modifying Posted Synopses

This section is in reference to modifying synopses that have been published
and posted to the website. These synopses can still be modified, but any
modification will require the agency to document what has been modified and
this documentation will be made available for the public.

In order to modify a synopsis, you must select the grant opportunity from the
Manage Opportunities section and click on Modify Opportunity. Once you
have enter the Grant Opportunity Properties screen, click on Modify next to

Synopsis.

B

Welcome,
Cynthia Nguyen
of GrantsGovAdmin

Manaie Agency User
Profile

Published Opportunities

Applicant Report

Organization Report

Set Closing Date Limits
\ Submission Report

Assiun Agency Tracking
HNumber

Manage Application
Packaqge Templates
View All Submitted
Applications

(-
= GRANTS.GOV®"

s

For Applicants About Grants.gov Resources For Agencies
Contact s SiteMap Help Home

Home = For Agencies > Manage QOpportunities > Grant Opportunity Properties

GRANT OPPORTUNITY PROPERTIES

Dpportunity Number:* 5555555
Opportunity Title:* Cynthia Test

Dpportunity Category:* Discretionary
CFDA Numbers: 00.000

ynopsis: Modify ][ D/élete H Attachments

Application Packages:

In the next screen, you will be provided the original synopsis. Make the
necessary modifications and select Publish at the bottom of the screen.

o

Welcome,
Cynthia Nguyen
of GrantsGovAdmin

Manage Agency User
Profile

Published Opportunities
Applicant Report
Organization Report
Set Closing Date Limits
Submission Report
Manadge Opportunities

Assign Agency Tracking
Number

Manage Application
Package Templates

View All Submitted
Applications

Applicant Audit Report

Get Version

Retrieve Submitted
Applications

Logout of Grants.qov

é_1 Done

=

*' For Applicants About Grants.gov Resources For Agencies

GRANTS.GOV*

Contact Us  SiteMap Help Home

Funaing UPPOITUNITY DescripTion A
THIS IS A TEST

Funding Opportunity
Text Description: *

Full Announcement Link

Announcement URL: wene test com

URL Description: Testing

Archiving Policy

Synopsis and associated documents may be scheduled for archiving 30 days after the application's close
date, or upon a user-specified date after the later than the paosting date, or may be left unscheduled and
manually archived later, The latest archiving date chosen for a synopsis or any associated document will
become the effective archiving date for the entire document set.

Archiving Policy:

(9] Automatic, 30 days after the close date

@Automatic, on specified date: 10/02/2007 | (farmat: MM/DDAYTTY)
© Manual archive

N\
(Fusish ) corcel v

& & Internet
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You will be taken to the Confirm Opportunity Synopsis Properties screen.

3" For Applicants About Grants.gov Resources For Agencies
e
— GRANTS.GOV® Contact Us  SiteMap Help Home
~ . - . 2 q -~

welcome, Home = For Agencies > Mansge Opportunities = Grant Opportunity Properties = Confirm Opportunity Synopsis Properties
Cynthia Nguyen
of GrantsGovAdmin
Menage Agency lser CONFIRM OPPORTUNITY SYNOPSIS PROPERTIES
Profile
Set Agency Level Fleaze confirm the opportunity synopsis information before publishing.
Create Agency . ;
e Opportunity Properties
Modify Agency i

ﬂ""“h"t“_'"t" 5555555
Published Opportunities umber:

Opportunity Title: Cynthia Test
Applicant Report Opportunity Disoretionary
Organization Report Latenary;
- CFDA Numbers: 00.000

Set Closing Date Limits

Submission Report Funding Properties

Instrument Type:

Manage Opportunities Grant

i i Other

Assign Agency Tracking

HNumber Activity Category:
Agriculture

Manage Application g

Package Templates Category Explanation:

Manage Agency Users

View All Submitted Synopsishates

Posting Date: 06/02/2007

e
Ll Close Date: 09/02/z007
Applicant Audit Report Close Date Explanation:
Get Version ol .
< 5| Agency Contact For Electronic Access Problems ~
& Done 2 @ Intermet

At the bottom of the screen, you will be asked to enter the details pertaining to
what you have modified in the Synopsis Modification Comments box. Enter
what you have modified. This information will be included within the synopsis
and will allow the public to know what has been modified.

Modify Auency U R

Published Opportunities Full Anhouncement Link

Applicant Report sgz:uuncement www test.com /
Organization Report URL Descriptinn: esting

Set Closing Date Limits
Submission Report

Manage Opportunities

Assian Agency Tracking
Humber

Synopsis Modification Comments
Synopsis Modification Comments:*

Manaage Application
Package Templates

Manage Agency Users

View All Submitted
Applications
Applicant Audit Report
>

. Get Version Eublish E b

é_’i buns I é e Internet

Once you have reviewed the modifications and completed the comments box,
select Publish. If you need to make additional changes, select Edit and
perform those revisions. If you select Cancel you will be taken back to the
Grant Opportunity Properties screen.
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You will receive a Synopsis Publish Success screen. Please be aware that it
could take up to 30 minutes for the modified synopsis to be made public.

Click Continue and you will be directed to the Grant Opportunity Properties

For Applicants About Grants.gov Resources For Agencies
- -
hh_'_—" GRANTS.GOWV® Contact Us  SiteMap Help Home
welcome, Home = For Agencies > Manage Opportunities = Grant Opportunity Properties = Synopsis Publish Success

Cynthia Nguyen
of GrantsGovAdmin

Manage Agency User
Profile

Published Opportunities
Applicant Report
Organization Report
Set Closing Date Limits
Submission Report
Manage Opportunities

Assign Agency Tracking
Number

Manage Application
Package Templates

View All Submitted
Applications

Applicant Audit Report
Get Version

Retrieve Submitted
Applications

Logout of Grants.aov

SYNOPSIS PUBLISH SUCCESS

Your opportunity synopsis has been successfully published.

This opportunity synopsis will be available in the Find Grant Opportunities area of Grants.gov within 30

@ Done
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Deleting Synopses

You will only be able to delete a synopsis if there is already an application
package posted as part of the grant opportunity properties. If there is not, then
you will need to refer to the Delete Grant Opportunity section in order to
discard the synopsis and recreate the opportunity.

If you want to delete a synopsis and the opportunity does have an application
package, select the grant opportunity from the Manage Opportunities section
and click on Modify Opportunity button. Once you enter the Grant
Opportunity Properties screen, click on Delete next to Synopsis.

’ For Applicants About Grants.govw Resources For Agencies
[ .
— GRANTS.GOV® Contact Us SiteMap Help Home
welcome, Home = For Agencies > Manage Opportunities = Grant Opportunity Properties

Cynthia Nguyen
of GrantsGovAdmin

o GRANT OPPORTUNITY PROPERTIES
Manage Adency User

Profile

. ) . Opportunity Number:* 5555555
Published Opportunities Opportunity Title:* Cynthia Test
Applicant Report Opportunity Category:* Discretionary

CFDA Numbers: 00.000

Oraanization Report

Set Closing Date Limits
Subimission Report

anage O it . -
R Synopsis: [ MDdIQ ][ Delete ”) Attachments

Assign Agency Tracking
Number

Manage Application

Package Templates Application Packages:
View All Submitted

Applications

Annlicant Mudit Ranart

You will be taken to the Confirm Synopsis Deletion screen. Confirm that you
want to delete the synopsis for the opportunity by clicking on Continue and
the grant opportunity synopsis will be deleted. It could take up to 30 minutes
for this deletion to occur on the website. If you do not want to delete the
synopsis for the opportunity you selected simply click the on the Cancel button
and you will be returned to the Grant Opportunities Properties screen.

, For Applicants About Grants.gov Resources For Agencies
.
— GRANTS.GOV® Contact Us  SiteMap Help Home
~
Welcome, Home = For Agencies > Manage Gpportunities > Grant Opportunity Properties = Confirm Synopsis Deletion
Cynthia Nguyen
of GrantsGovAdmin
CONFIRM SYNOPSIS DELETION
Manaue Agency User
Profile X
Please confirm that yvou want to delete the synopsis for the following opportunity:
Set Agency Level
Create Agency Opportunity Properties
. Opportunity gy
Modify Agenc Number: IT-006-003

Published Opportunities Opportunity Title:  Fellowships for Working Women in the Humanities
Applicant Report

Organization Report
Set Closing Date Limits

Submission Report

Manana Onnarfunities
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Attaching Full Announcements/Other Documents

This is an optional functionality on Grants.gov. Please be aware that you must
either provide a direct Internet link to a discretionary/competitive grant
opportunity’s Full Announcement or attach the Full Announcement as a
document. The following directions provide information on how to attach the
Full Announcement as a document.

In order to attach a Full Announcement or other supporting documents, you
must have first created a Grant Opportunity and a Synopsis for that Grant
Opportunity. Once you have completed those items, then you can select the
grant opportunity from the Manage Opportunities section and click on Modify
Opportunity. Once you enter the Grant Opportunity Properties screen, click
on Attachments next to Synopsis.

S

For Applicants About Grants.gov Resources For Agencies
Contact Us  SiteMap Help Home

Welcome,
Cynthia Nguyen
of GrantsGovAdmin

Manage Agency User
Profile

Applicant Report
Qrganization Report
Set Closing Date Limits
A  Submission Report
Manage Opportunities

~ Ag
Humber

Manage Application
Packadge Templates

View All Submitted
Applications

Applicant Audit Report

Get Version

[
= GRANTS.GOV*

Published Opportunities

Home = For Agencies > Manage Opportunities = Grant Opportunity Properties

GRANT OPPORTUNITY PROPERTIES

Dpportunity Number:* 5555555
Dpportunity Title:* Cynthia Test
Opportunity Category:* Discretionary
CFDA Numbers: 00.000

Synopsis: [ hodify ][ Deleleq\[ Aﬂachm@

Application Packages:

Select the Add button on the next screen.

Welcome,
Cynthia Nguyen
of GrantsGovadmin

Manage Agency User
Profile

Applicant Report
Organization Report

Submission Report

GRANTS.GOV

-
=

Published Opportunities

Set Closing Date Limits

)

GRANTS.GOV™

For Applicants About Grants.gov Resources For Agencies

Contact Us SiteMap Help Home

Home = For Agencies > Manage Opportunities = Manage Synopsis Attachments

MANAGE SYNOPSIS ATTACHMENTS

Funding Opportunity Title: Cynthia Test
Familing Opportunity Number: 5555555

] 6

Upload Type, File Names

Deseription _________________|MIMEType Sizg
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On the next screen, select the number of files you wish to upload and click the
Continue button.

’ For Applicants About Grants.gov Resources For Agencies

h__-'_"h - GRANTS.GOV® Contact Us  SiteMap Help Home

Welcome, Home = For Agencies > Manage Cpportunities = Grant Qpportunity Properties = Mew Synopsis Attachment Upload

Cynthia Nguyen
of GrantsGovAdmin

Manage Agency User
Profile

NEW SYNOPSIS ATTACHMENT UPLOAD

) ) . Opportunity Title: Cynthia Test
ublished Opportunities Opportunity Number:
Applicant Report TUmber oTfiles to uplof
Organizati I
rqganization Report
Set Closing Date Limits
Submission Report
Manage Opportunities
Assian Agency Tracking

Number

At the next screen, first select the type of document you wish to attach at
Document Upload Type. There are three options:

1. Full Announcement
2. Revised Full Announcement
3. Other Supporting Documents

, For Applicants About Grants.gov Resources For Agencies

h__h'_"hh ) GRANTS.GOWV™ Contact Us  SiteMap Help Home

Welcome, Home = For Agencies > Manage Opportunities > Grant Opportunity Properties > New Synopsis Attachment Upload

Cynthia Nguyen
of GrantsGovAdmin

Manage Agency User

NEW SYNOPSIS ATTACHMENT UPLOAD

Profile
) _ . Opportunity Title: Cynthia Test
Oy i 3
Published Opportunities Opportunity Number: 5555555

Applicant Report
Organization Report
Set Closing Date Limits
Submission Report
Manage Opportunities

Assign Agency Tracking
Humber

Manage Application

Package Templates Upload Files Cancel

View All Submitted
Applications

Applicant Audit Report

Get Version

oad Type:* | Full Announcement
Full Announcement
Revised Full Announcement

Other Supporting Documents

Browse...

Retrieve Submitted
Applications

Logout of Grants.gov

& \ S @ Ineermet

Next, select the Browse button; your file directory will open. Find the file you
wish to attach and double click on the icon. The name of the file will appear in
the File Name box. Enter a brief descriptive title for the attachment in the Brief
Description box. Repeat this process for each file that you are attaching.
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Next, select the Upload Files button. Or, select Cancel to return back to the
Grant Opportunity Properties screen.

You will receive a confirmation screen. Review the information and if it is
correct, select Upload Files. If not, select Cancel, and this will return you to
the Grant Opportunity Properties screen.

’ For Applicants About Grants.gov Resources For Agencies
L N
! h-' GRANTS.GOV® Contact Us  SiteMap Help Home
welcome, Home = For Agencies = Manage Opportunities » Grant Opportunity Properties = Confirmn Synopsis Attachrent Upload

Cynthia Nguyen
of GrantsGovAdmin

Manage Avency User CONFIRM SYNOPSIS ATTACHMENT UPLOAD

Profile
Published Opportunities ST SIS
Dpportunity Number 5555555
Applicant Report
Applicant Report Document Upload Type Full Announcemnent
Organization Report File Name File Type Size  Description

Set Closing Date Limits
Submission Report
Manage Opportunities\

Assign Agency Tracking
HNumber

BT _grants 07.doc  applicalio

meugrd 54272:V

Manage Application
Packaae Templates

After confirming the upload, you will get a Synopsis Attachment Upload
Success screen. Click Continue and you will be directed to the Grant
Opportunity Properties Screen.

' For Applicants About Grants.gov Resources For Agencies
L "
! h-’ GRANTS.GOV™ Contact Us  SiteMap Help Home
welcome, Horne = For Agencies > Manage Opportunities = Grant Opportunity Properties = Synopsis Attachrment Upload Success

Cynthia Nguyen
of GrantsGovAdmin

= SYNOPSIS ATTACHMENT UPLOAD SUCCESS
Manadge Agency User

Profile
i ) » Your synopsis attachments have been successfully uploaded.
Published Opportunities
Applicant Report These synopsis attachments will be available in the Find Grant Opportunities area of Grants, gow within 30
Organization Report LS

Set Closing Date Limits
e —

Submission Report
Manage Opportunities

Assian Agency Tracking

Please be aware that the attachments will be available on the website within
30 minutes of publishing. If you have a post date that is in the future for the
synopsis, the attachments will appear at the same time as the future date.

Grants.gov will be updating the content on this confirmation screen to more

accurately explain that synopsis attachments with a future post date will not
automatically appear on the site until that future date.
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Deleting Full Announcements/Other Documents

In order to delete a full announcement or other supporting documents, select
the grant opportunity from the Manage Opportunities section and click on
Modify Opportunity. Once you enter the Grant Opportunity Properties
screen, click on Attachments next to Synopsis.

At the next screen, the listing of attachments will be provided. Select the
attachments you wish to delete and select Delete.

) For Applicants About Grants.gov Resources For Agencie
| .
h_—* GRANTS. GOV Caontact Us SiteMap Help Home
Welcome, Home = For Agencies » Manage Opportunities = Manage Synopsis Attachments

Cynthia Nguyen
of GrantsGovAdmin
MANAGE SYNOPSIS ATTACHMENTS
Manage Agency User
Profile
Funding Opportunity Title: Cynthia Test

Published Opportunities Funding .I unity Number: 5555555

Applicant Report Add|( Delete |
Hanizaton fevort [__[Upicad Type, File Names __[Description ______________________[MIME Type
Set Closing Date Limits @ Full Announcelvent 1
Submission Report BGC-grants 07.d0% Pioneer Award applicationfmsword
Manage Opportunities A555555-Full Annoulgement-1.zip Zip of All Attachments applicationf=zip-compressed

Assign Agency Tracking
Number

Manann Ranlication

You will not be able to modify these attachments. If you have attached the
wrong document, you will need to delete the attachment and then add the
correct one by following the directions in Attaching Full
Announcements/Other Documents.

On the next screen, you will receive a confirmation screen. Select either
Continue or Cancel. Selecting Cancel will return you to the Grant Opportunity
Properties screen. If you select Continue, you will get the Delete Synopsis
Attachments Success screen.

) For Applicants About Grants.gov Resources For Agencies
L' N
| GRANTS.GOV® Contact Us SiteMap Help Home
Welcome, Home = For Agencies > Manage Opportunities = Grant Opportunity Properties = Confirm Delete Synopsis attachments

Cynthia Nguyen
of GrantsGovAdmin

CONFIRM DELETE SYNOPSIS ATTACHMENTS

Manage Agency User
Profile
Funding Opportunity Title: Cynthia Test
Funding Opportunity Number: 5555555
Applicant Report Attachment Document Type: Full Announcement 1
Organization Report
Set Closing Date Limits Flease confirm that you want to delete the following files:

Published Opportunities

Submission Report
. N File Name Brief Description Document Upload Type Size (bytes)
Manage Opportunities

Assign Adency Tracking BGC-grants 07.doc Pioneer Avard application/msward 54272
Number A555555-Full Announcement-1.zip  Zip of All Attachment; icationfx-zip-compressed 13293

Manage Application

Package Templates

View All Submitted
Applications
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The attachments will be deleted from the website within 30 minutes of
reaching this screen. Click Continue and you will be directed to the Grant
Opportunity Properties Screen.

’ For Applicants About Grants.gov Resources For Agencies
[ .
! B GRANTS.GOWV® Contact Us  SiteMap Help Home
Welcome, Home = For Agencies = Manage Opportunities = Grant Opportunity Properties = Delete Synopsis attachments Success

Cynthia Nguyen
of GrantsGovAdmin

- DELETE SYNOPSIS ATTACHMENTS SUCCESS
anage Agency User

Profile
] i » The selected synopsis attachments have been successfully deleted.
Published Opportunities
Applicant Report These synopsis attachments will be removed from the Find Grant Opportunities area of Grants.gow withir
Organization Report 30 minutes,

Set Closing Date Limits
Submission Report
Manage Opportunities

Assign Agency Tracking
Humber

Manage Application
Package Templates
View All Submitted
Applications
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Publishing Applications

This section of the site enables you to create, modify and delete application
packages published on Grants.gov. In publishing an application package, you
will need to already have created a new grant opportunity and then utilize the
templates created in the Manage Application Package Templates section. As
part of this, you will also be able to add instructions specific to each
opportunity and review your compiled application package before publishing it
to Grants.gov for public view.

This screen displays the current grant opportunities for the agency/agencies
that you represent. Each opportunity either has a synopsis, a grant application
package or both.

y
[ -
» GRANTS.GOV*®

welcome, Home = For Agencies > Manage Opportunities

of GrantsGovAdmin
M PORTUNITIES
Manaoe Agency User
Profile [ Create Opportunity ] [ Madify Opportunity ] [ Delete Opportunity
Nonicatd Bonoit Opportunity Num.  |Opportunity Title s . Record
— yNopsis
Organization Report u g o soa0d 0Packages) | o°
Set Closing Date Limits 123 123 00.000 SRk false
0 Package(s)
Submission Report ji
123123123 Laura_Marwan 00,000 BEIIER  e
Manage Opportunities 0 Packageds)
Synopsis
Assian Agency Trackine u 5555555 Cynthia Test 00.000 i PchSge(s) false
Number ;
n EXR-1 GDIT-Test49 00.000 S false
Manage Application 0 Packageds)
Package Templates 123123123 Laura_hianwan 00.000 Shils true
: 2 0 Package(s)
View All Submitted Synopsis
Applications u 123-087 Mary's test e true
Applicant Audit Report 2006-CONT-FEMA 2006 FEMA Continuation a7.083 SIS e
= 2 0 Package(s)
Get Version -
2007-ABC-1 23-KYZ Grantor training test package 16.710 Synopsis true
Retrieve Submitted 0 Package(s)
Applications i
. n 2545454 Boat 20,502 . E"”Eps's true
Logout of Grams.gov LB
Synopsis
n 54554 Boat 0 Package(s) true
-a 24 ~ARE TEaTh Aaa  Otants For Policy-Oriented Rural Health Services 41186 Synopsis el
fé‘i é e Internet

To create a new application package for a new opportunity, click the Create
Opportunity button above the listed opportunities.

To create a new application package for an existing opportunity select the
opportunity and click the Modify Opportunity button above the listed
opportunities. At the next screen you will be able to create a new package.

To modify an existing application package, select the opportunity that you
want to modify by clicking in the checkbox in the package's row and then click
the Modify Opportunity button. At the next screen you will be able to select
and modify the application package.

To delete an existing application package, select the opportunity you wish to
modify by clicking in the checkbox in the package’s row and then click the
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Modify Opportunity button. At the next screen, you will be able to delete the
application package. Note: You will only be able to delete an application
package from the Modify screen if-and only if-more than one application
package exists. Otherwise, you will need to delete the entire grant opportunity
in order to remove the application package from the system.

If there is only one application package that needs to be deleted, then select
the grant opportunity that needs to be deleted by clicking in the checkbox in
the package’s row and then click the Delete Opportunity button.

Note: Once an application package is deleted, either through the modification
or the deletion, Grants.gov will no longer accept or process any applications
which use the deleted package. A notice will be sent to the applicants who
registered to receive information pertaining to that opportunity to let them know
that the package has been deleted as well.
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Creating Applications

Creating a New Application Package to Existing Opportunity:

To create a new package to an existing opportunity, on the Manage
Opportunities screen select the opportunity you would like to create a new
package for by clicking on the circle next to the opportunity.

Then click the Modify Opportunity button above the listed application
packages. This will take you to the Grant Opportunity Properties screen.

Click on the Add button next to Application Packages.

Creating a New Application Package:

To create new application packages to be posted at Grants.gov, click the
Manage Opportunities link on the left of your screen.

This will take you to the Manage Opportunities screen.

This screen below displays the current opportunities for the agency/agencies
that you represent.

’ For Applicants About Grants.gov Resources For Agencies
e
h:_—— GRANTS.GOV® Contact Us  SiteMap Help Home
welcome, Home = For Agencies » Manage Oppartunities —
Cynthia Nguyen
of GrantsGovAdmin
MTANAGE OPPOR
Manage Agency User
Profile Create Oppartunity [ Modify Oppartunity I [ Delete Oppanunity ]
Applicant Report Opportunity Nuri. Opportunity Title CFDA Numbers & - Record
b K- ynopsis
Organization Report n LS WA iy 0 Package(s) iElE
Set Closing Date Limits n 123 123 00.000 . PSV”E"S‘EE , | s
ackage(s;
Submission Report i
n 123123123 Laura_Marwan 00.000 BIOEIE | e
q IManage Opportunities 0 Package(s)
Synopsis
Assian Agency Tracking n 5666665 Cynthia Test 00.000 . chk;Jge(s) false
Humber
GDIT-Test-98 00.000 ST false
Manage Application 0 Package(s)
Packaue Templates 123123123 Laura_Manwan 00.000 BT true
N " 0 Package(s)
View All Submitted e
Applications 123-887 Mary's test . pzcksga(s) true
A fudichSton 2006-GONT-FEM, 2008 FEMA Continuation 87.082 Smopels true
= % 0 Package(s)
Get Version ErE
Retrieve Submitted n 2007-ABC-123-HYZ Grantor training test package 16.710 0 Package(s) true
Applications i
- n 2545454 Boat 20502 5 PSV”E"S'S true
Logout of Grants.qov S
Swnopsis
n 54554 Boat T Prtlemeris) true
-A s ~ARE TEeT) mra  Orants For Policy-Criented Rural Health Services T Synopsis e [
& S B Inkermet

Click the Create Opportunity button above the listed application packages.
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This will take you to the Grant Opportunities Properties screen where you
can begin to enter information about the new opportunity.

, For Applicants About Grants.gov Resources For Agencies
[ -'—" GRANTSGOV“ Contact Us SiteMap Help Home
~ " "
Welcome, — Home = For Agencies > Manage Opportunities > Grant Oppartunity Properties

Cynthia Nguyen
of GrantsGovAdmin

GRANT OPPORTUNITY PROPERTIES

Manage Agency User
Profile

; "
Set Agency Level Opportunity Number: ‘ |

Create Agency Opportunity Title:* ‘ |
Modify Agency Opportunity Cateqory:* | Select the Category of this Opportunity v
Published Opportunities CFDA Numbers: ‘ |
Applicant Report Synopsis: | 4dd
Organization Report o S

— Application Packages:

Set Closing Date Limits
Submission Report
Manage Opportunities

Assion Avency Tracking
Number

Manage Application
Package Templates

Manage Agency Users
View All Submitted

Applications
Applicant Audit Report
Get Version 5
pt | B
@ é . Internet
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After you entered in the initial grant opportunity’s properties, you will select
Add next to Application Packages. From here you will receive the New
Package Creation screen. An asterisk marks mandatory fields.

, For Applicants About Grants.gov Resources For Agencies
- y
[ S GRANTS.GOV® Caontact Us  SiteMap Help Home
. . . fad

Welcome, Horne = For Agencies = Manage Opportunities = Mew Package Creation
Cynthia Nguyen
of GrantsGovAdmin .

NEW PACKAGE CREATION
Manage Agency User
Profile

- ) . Opportunity Number:* 99999999999

Published Opportunities Dpportunity Title:* Cindy Test 2
Applicant Report CFDA Number: Nane e
Organization Report Competition ID:
Set Closing Date Limits Competition Title:
Submission Report Electronic Required:* Oves Ono
Manage Opportunities Expected Number of

Applications:
Assign Agency Tracking E ted Application Size:
Numbet Hpecte pplication Size: (MB)
Manage Application Open Date: (farmat: MMADDAYYY)
Package Templates

Close Date:* tformat: MM/DD vy (B
View All Submitted R
Applications GEacelRenad: days
Applicant Audit Report Cynthia Nguyen Lo
. R THF Test acct
Get Version Agency Contact: E-wail: Cynthia.Nguyen@tup.com
Retrieve Submitted Phone: 134567850
Applications hd|
Loqout of Grants.gov Form Package:* Select & Package Template v

Application Instructions:*

Applicant Type:* w v

2_']Dona S @ nkernet

Select your agency’s CFDA number in the drop down menu CFDA Number
field. This must be a valid CFDA number.

Entering a Competition ID is necessary if there are multiple packages for an
opportunity.

Enter a title for the application package in the Competition Title field.

Select Yes or No for the Electronic Required* field. This will notify the
applicant whether they will be required to submit electronically or by mail.

Enter the Expected Number of Applications field. This is the number of
applicants you are expecting to apply.

Enter Expected Application Size field. This is the size of the file you expect
the grant application to be.

Enter the date by which the opportunity should be made available in the Open
Date field.

Enter the date by which the opportunity should no longer be available in the
Close Date* field.
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Enter the number of days for which the package will have a Grace Period
field. This period reflects the number of days after the closing date that
Grants.gov will continue to accept applications for a grant opportunity. It also
represents the day (Closing Date + Grace Period) that applicants will no
longer be able to download the application package. This value is entered by
an agency when creating a grant opportunity and is not visible to grant
applicants.

The Agency Contact field lists the first and last name, title, email address and
phone number that was entered in your user profile. This information will be
listed on the cover page of the application package as the agency contact
information. You can edit any of the information listed simply by selecting the
text and typing any revisions.

Select the application package template for the application by clicking the
arrow next to the Form Package* drop down box. This field must be
completed in order to publish the application package.

You can upload application instructions by attaching a file from your computer
by clicking the Browse button next to the Application Instructions” field. You
CANNOT enter a URL to a website in this field.This field must be completed in
order to publish the application package.

) For Applicants About Grants.gov Resources For Agencies

GRANTS.GOV® Contact Us SiteMap Help Home

((r

Welcome, Home > For Agencies > Manage Gpoortunities = New Package Creation

NEW PACKAGE CREATION

Manane Agency User
Profile
Opportunity Number:* 00-000
Set Agency Level opportunity Title:* Hydrogen Fuel Technology Development

Create Agency CFDA Number: [Nane A |
Modify Agency Competition ID:
Published O i c ttion Title:
Applicant Report Electronic Required:* Coves o
Organization Report Expected Number of I
i IH
e Expected Application Size: Me)
Submission Report
Open Date: ]
Manage Opportunities ({EattE LI ARAAD)
Assign Agency Tracking Close Date: (format: mn/opArrr) B
Number Grace Period; days
Manage Application e |
Package Templates Admin
Manage Auency Users Agency Contact: E-mail:
Fhone:
View All Submitted L
Applications = Pack. *
orm Package:* v N
Applicant Audit Report . Form Package: Hate |
e B
Get Version
Applicant Type:* jcati ions:* >
Retreve Submitted Application Instructions I BrDWge.)I,
Applications
Publish | Cancel .
Logout of Grants.qov —I_ Mppllcant TYDE:* I . |
Publish | Cance| |
y T B @

This will open a Choose File window where you can browse on your computer
to the file which contains the application instructions.

Once you have selected the correct file, click the Open button.
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You will be returned to the New Grant Opportunities screen where the path
to the file will now appear in the Application Instructions field.

If you want to select a new file, simply click the Browse button again, select
the correct file, and click the Open button.

Select the Applicant Type by clicking the arrow next to the Applicant Type
drop down box. This will appear to the applicants who are eligible to apply for
the opportunity you are publishing.

If you do not want to save the new the application package, click the Cancel
button at the bottom of the screen. You will be returned to the Grant
Opportunity Properties screen where the new application package will not
appear.

OR

If you want to save the new the application package, click the Publish button
at the bottom of the screen.

This will take you to the Package Publication Verification screen.
Review the information listed.

’ For Applicants About Grants.gov Resources For Agencies
[
| GRANTS.GOV® iContackt Us  SiteMap Help Home
Welcome, Home = For Agencies = Manage Opportunities = MNew Grant Opportunity Properties = Package Publication Verification

Cynthia Nguyen
of GrantsGovAdmin

PACKAGE PUBLICATION VERIFICATION
Manage Agency User
Profile
) ) » You are about to make the following application package available to the public, Flease verify the details
el i and click "Publish" to make this application package awvailable on Grants.gow.

Applicant Report

Organization Report AT E LELE

- . CFDA Title: MNone
Set Closing Date Linits Opportunity Number: 99999339999
Submission Report Opportunity Title: Cindy Test 2

Competition 1D: 123456
Manaae Opportunities Competition Title: Test
Assign Agency Tracking Electronic Required: *
Number ExpectedlNumberioh 300000
aApplications:
Manage Application Expected Application Size: 20
Packade Templates Open Date: 0443072007
View All Submitted Close Date: Sl
Applications Grace Period: S days
11} X .
- Agency Contact: Cynthia Mguyen TMP Test acck E-mail: C ia.Mguyen@tmp.com Phone: 134567890
Applicant Audit Report aApplication Package: ODABCD3-DEMO
Get Version Mandatory Forms: SF424 Ingi
G
- [=11] Narrative Attachrent Form
Retrieve Submitted Optional Forms:
Applications Application Instructions: View
Logout of Grants.gov Avail Both © izations and Individual Applicants
2_']Dona S @ nkernet

To view the application instructions that you uploaded, click the View link in
the Application Instructions field.

If the information listed is not correct, click the Edit button to return to the
previous screen so that you can make any necessary revisions, or click the
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Cancel button to return to the Grant Opportunity Properties screen without
creating the new application package.

OR

If the information is correct, click the Publish button. This will make the new
application package available to the public. You will be taken to a Package
Publication Success screen which will confirm that the new application
package is now available for public download.

Click the Continue button to return to the Grant Opportunity Properties

screen. Your new application package will be listed with the other packages
published for your agency.
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Modifying Application Package

To modify an application package that is published at Grants.gov, click the
Manage Opportunities link on the left of your screen.

This will take you to the Manage Opportunities screen. This screen displays
the current opportunities for the agency/agencies that you represent.

Select the application package that you want to modify by clicking in the circle
in the first column of that application’s row.

Click the Modify Opportunity button above the listed application packages.

* For Applicants About Grants.gov Resources For Agencies

h:'.b GRANTS. GOV Contact Us  SiteMap Help Home

welcome, Home » For Agensies > Manage Gpportunities =
Cynthia Nguye
of GrantsGovAd\in
MANAGE OPPORTUNIRAES
[ Modify Opportunity I

Manage Agency User
L\ Create Opportunity ] [ Delete Opportunity ]

Profile
Legacy
Opportunity Num. Oppurtunity Title CFDA Numbers Record

Synopsis

Published Opportunities
Applicait Report

Organization Report Halcaet Ly e OPackage(s)  °°
Set Closing Date Limits 123 123 00.000 Synopsis false

0 Package(s)

Submission Report

123123123 Laura_Marwan 00,000 MREFIGTRE | e

< 0 Package(s)
456456456456 Cindy Grants 00.000 MO vIoREl> T Ter

0 Package(s)
o 5555559 Cynthia Test 00.000 Sl false

Manage Application 0 Package(s)
Package Templates 99939999939 Cindy Test 2 00.000 MOSHICRE =

0 Packane(s)

This will take you to the Grant Opportunities Properties screen.

Select the appropriate application package by checking the box next to the
package and click Modify.

4 For Applicants About Grants.gov Resources For Agencies
[ .
— GRANTS.GOV® Contact s SiteMap Help Home
welcome, Home = For Adgencies = Manage Opportunities = Grant Opportunity Properties

Cynthia Nguyen
of GrantsGovAdmin

GRANT OPPORTUNITY PROPERTIES
Manage Agency User

Profile

i 3 N Opportunity Number:* 1T-006-003
Published Opportunities Opportunity Title:* Fellowships for Working Wornen in the Hurmanities
Applicant Report Opportunity Category:* Discretionary

CFDA Numbers:

rqanization Report

Set Closing Date Limits
Subinission Report
Manage Opportunities

Assign Ayency Tracking
HNumber

Synopsis: [ Modify ] [ Delete ] [ Attachments ]

Manage Application
Package Templates

View All Submitted

ication Packages: ﬁm

A
CFDA
\ Competition Title

Applications
Applicant Audit Report Mandatory: SF424_Short,

JT-008- T Nuans  -Augzo0s SUPPIEmertaryCaverShestiorEHGrantPrograms,
Get Version 003 P ks s attachments

Optional: Mone

Applications
Logout of Grants.gov

Mandatory: SF424_|nclividual,
JT-006- N SupplemertaryCover SheetforMEHGr artPrograms,
03 Fellowships O1-Jun-2006 01 -Aug-2008 aftachments

Optional: None
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On the next screen, make any necessary revisions. Note: If you change the
template associated with a published application package and an applicant
submits an application which has the old template in it, Grants.gov will reject
the application.

If you do not want to save the changes you made to the opportunity, click the
Cancel button at the bottom of the screen. You will be returned to the Manage
Opportunities screen and the changes will not be saved.

OR

If you want to save the changes you made to the opportunity, click the Publish
button at the bottom of the screen to save the changes. This will take you to
the Package Publication Verification screen. Review the information listed.

’ For Applicants About Grants.gov Resources For Agencies

.Eb GRANTS.GOV™ Contact Us SiteMap Help Home

Welcome, Home = For Agencies > Manage Opportunities = New Grant Opportunity Properties = Package Publication Verification

Cynthia Nguyen
of GrantsGovAdmin

- PACKAGE PUBLICATION VERIFICATION
Manage Agency User

Profile
You are about to make the following application package available to the public. Please verify the details

e el and click "Publish" to make thiz application package available on Grants.gov,
Applicant Report

Organization Report CFDA Number: lons

i . CFDA Title: None
Set Closing Date Limits Opportunity Number: 99999999999
Submission Report Opportunity Title: Cindy Test 2

Competition 1D: 123456
Manage Opportunities Competition Title: Test
Assign Adency Tracking Electronic Required: e
Number Expected Number of 300000
B applications:
Manage Application Expected Application Size: 20
Package Templates Open Date: 04/30/2007
T Close Date: 08/30/2007
W Grace Period: 5 days
" .
- Agency Contact: Cynthia Nguyen THP Test acgb#%mail: Cynthia.Nguyen®tmp.com Phane: 134567890

Applicant Audit Report Application Package: 00ABCD3-DEMO

424 Individual Form
Budget Narrative Attachment Form
i Mone

5 5 Mandatory F B
Get Version andatory Forms

Application Instructions:
Available to: Both OMganizations and Individual Applicants

&] Done S @ Internst

To view the application instructions, click the View link in the Application
Instructions field. If the information is not correct, click the Edit button to return
to the previous screen so that you can make any necessary revisions, or click
the Cancel button to return to the Manage Opportunities screen.

OR

If the information is correct, click the Publish button. This will make the
updated application package available to the public. You will be taken to a
Package Publication Success screen which will confirm that the modified
application package is now available for the public to download.

Click the Continue button to return to the Manage Opportunities screen.
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Deleting Application Packages

To delete an application package that is published at Grants.gov, click the
Manage Opportunities link in the For Grantors section, on the left of your
screen.

This will take you to the Manage Opportunities screen.

This screen displays the current opportunities for the agency/agencies that
you represent.

’ For Applicants About Grants.gov Resources For Agencies
e
o GRANTS.GOV® Contact Us SiteMap Help Home
Welcome, Home > For Agencies > Manage Opportunities

Cynthia Nguyen
of GrantsGovAdmin

MANAGE OPPORTUIIITIES

Manage Auency User

Profile [ Create Opportunity ] Modify Opportunity Delete Oppartunity
Published Opportunities Legac
Opportunity Num.  |Opportunity Title CFDA Numbers LE

Applicant Report

o Synopsis
Organization Report hd s B baocl 0 Package(s) EES
Set Closing Date Limits 123 123 00.000 Synopsis false
\. 0 Package(s)
Submission Report
n 123-123-123 Laura_Marwan 00.000 Mo Synopsis false
0 Fackagets)
% Mo Synopsis
Assign Agency Tracking u 456456456456 Cindy Grants 00.000 i e false
Number
- n 5555555 Cynthia Test 00.000 SRR false
Manage Application 0 Package(s)
Paskaye Templates 99399999959 Cindy Test 2 00.000 FIEAEEE | e
_ . 0 Package(s)
View All Submitted s
Applications l EXR-01 GDIT-Test-98 00.000 R false
Applicaut Audit Report O 193472173 Lanra Wanaan nnnan SR e

Select the application package that you want to modify by clicking in the circle
radio button in the first column of that application’s row.

Click the Modify Opportunity button above the listed application packages.

This will take you to the Grant Opportunity Properties screen.

’ For Applicants About Grants.gov Resources For Agencies

GRANTS.GOV® Contact Us  SiteMap Help Home

'r(r

welcome, Home = For Agencies > Mansge Opportunities = Grant Opportunity Properties

Cynthia Nguyen
of GrantsGovadmin

- GRANT OPPORTUNITY PROPERTIES
Manage Agency User

Profile

] . » Opportunity Number:* 1T-006-003
Bublished Opportunities Opportunity Title:* Fellawships for Warking Women in the Humanities
Applicant Report Opportunity Category:* Discretionary

CFDA Numbers:

Organization Report

Set Closing Date Limits

Submission Report

Manage O tuniti 5

S i [ Modify ] [ Delete ” Attachments I

Synopsis:
Assian Agency Tracking
Humber

Manage Application

Packane Templates Application Packages:

View All Submitted CFDA
Applications Number| Competition Title Open Date

Applicant Audit Report Mandatory: SF424_Short,

cotVereion ﬂagga PSS PO TS | s Supplemamarycnv::tsalgiﬁf;;:EHGraumgrams‘
B Optional: Mong
W Mandatory: SF424_Individusl,
Applications 006-
pplications JT- Sss eSS TrEREITS | A Supplemamarycnv::tsalgiﬁf;;:EHGraumgrams‘
Logout of Grants.gov a
Ontional: Mone
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Select the appropriate application package by checking the box next to the
package and clicking Delete.

Click the Cancel button to return to the previous screen without deleting the
listed template(s).

OR
Click the Delete button to permanently remove the listed application package.
This will take you to the Confirm Package Deletion screen.

Click the Cancel button to return to the previous screen without deleting the
listed template(s).

OR
Click the Delete button to permanently remove the listed application package.

This will take you to the Delete Package Success screen. Click the Continue
button to return to the Manage Opportunities screen.

Click the Refresh button to update the Manage Opportunities screen so that
the application package you deleted no longer appears.
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Managing Package Templates

This section of the site enables you to create, edit and delete application
package templates that can be reused for multiple opportunity-specific
application packages. Once a template is created, you can then add
instructions specific to a particular funding opportunity and publish the
application package to Grants.gov through the Publish Application Packages
section.

Creating, modifying and deleting application package templates has no effect
on application packages already published on Grants.gov.

To get to the Manage Application Package Templates page, go to Agency
Login from Grants.gov. Once you have logged in click on Manage
Application Package Templates in the left menu.

’ For Applicants About Grants.gov Resources For Agencies
-
h—-"—— GRANTS.GOV® Contact Us  SiteMap Help Home
welcome, Home = For &nencies » Manage Application Package Ternplates <
Cynthia Nguyen
of GrantsGovAdmin
MANAGE APPLICATION PACKAGE TEMPLATES
Manage Agency User
Profile [ Create Terplate ] [ Maodify Template ] [ Delete Template ]
Published Opportunities | [Template Name Owning Agency Included Forms
Applicant Report DODOO-MEH-Shortinst  Mational Endowment for the Humanities Mendatory; St Shon
Optional: Mone
Organization Report = i
: n DO00ONEH-INDY Natianal Endawment for the Hurmanities ML bR T
Set Closing Date Limits RN
e Mandatory: SupplementaryCoverSheetforhEHGrantPrograms,
Submission Report 00000MEH-Shartat Mational Endawment far the Humanities Aftachments, SF424_Short
Manaage Opportunities Lt e
. i Mandatory: SupplernentaryCoverSheetforNEHGrantPrograrms,
Assian Auency Tracking 00000MEH-ShortSupp Mational Endowment for the Humanities SF424_Short
Humber Optional: None
Tanage Application n S B e Agency Mandatory: Budget, 3F424_Individual
Package Templates LR R
Mandatory: Budget, SF424_Individual
View All Submitted n 00ABCO3-DEMO IVEY Agenicy R
Applications
' ] n I — . Mandatory: Budet, SF424_Individual
Applicant Audit Report Optional: Mone
. . ) Mandatory: Budget, SF424_Individual
Get Version n UOAGEB-Dema L e Optional: Mone
Retrieve Submitted 03292007Ky-RandRiamily & Agency Mandatory: RR_SF424, RR_SubawardBudget, RR_Budget
Applications Optional: Mohe
Loqont of Grants.gov 0331-KV-BUD &V Agency taipty S e e S
Optional: Mone
1331-KV-RR ey Agency Mandatory: RR_SFV424, RR_SubawardBudget
Optional: Mone 3
@Dune é e Internet
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Creating Application Package Templates

To create a new application package template that can be used to create
multiple opportunity specific application packages, click the Manage
Application Package Templates link on the left of your screen.

This will take you to the Manage Application Package Templates screen.
This screen displays the available application package templates.

r

[
= GRANTS.GOV®

For Applicants About Grants.gov Resources For Agencies

Contact Us SitsMap Help Home

welcome, Home > For Agencies = Manage lication Package Templates
Cynthia Nguyen
of GrantsGovadmin

Manage Agency User
Profile

MANAGE APP|IGRTION PACKAGE TEMPLATES
[ Modify Template ] [ Delete Template I

Create Template
| [Template Name Owning Agency Included Forms
[ Q0000EHThotinst

Mandatory: SF424_Short

Published Opportunities
Applicant Report
Organization Report

Set Closing Date Limits
Submission Report
Manage Opportunities

ssign Agency Tracking
Number
Manage Application
ackage Templates
Mandatory: Budget, SF424_Individual

View All Submitted n 00ABGD3-DEMO [VEV Agency ‘Optional: Nane

MNational Endowment for the Humanities Optional: None

Mandatory: SF424_Individual
Optional: None
Mandatory: SupplementaryCoverSheetforhNEHGrantPrograms,
00000NEH-Shortatt Mational Endowment for the Humanities Attachments, SF424_Shaort
Optional: None
Mandatory: SupplementarvCoverSheetforhEHGrantPrograms,
N0000NEH-ShortSupp Mational Endowment for the Humanities SF424_Short
Optional: None
Mandatory: Budget, SF424_Individual
Optional: None

0D0DOMEH-INDY Mational Endowment for the Humanities

= =

00ABGC-Demo V&V Agency

-

Applications Mandatory: Budget, SF424_Individual
Applicant Audit Report Optional: Mone
- = Mandatory: Budget, SF424_Individual
Get Version optional: Mane
Mandatory: RR_SF424 RR_SubawardBudget, RR_Budget
Optional: None
Mandatory: RR_SubawardBudget, RR_SF424
Optional: None
Mandatory: RR_SF424 RR_SuhawardBudget
Optional: None v

&] Done [ S & meermet

0DABCDE-DEMO1 I¥&Y Agency

00AGEB-Demo VBV Agency

Retrieve Submitted
Applications

ogout of Grants.gov

03232007kV-RandRfamily VBV Agency

=

0331-KM-BUD VBV Agency

0331-KY-RR IVEY Agency

Creating application package templates has no effect on application packages
already published on Grants.gov.

Click the Create Template button above the listed application package
templates.

This will take you to the first step to creating a template. You will need to
select which form family you will use. To select a form family click on the drop
down menu, choose the form and then hit the Continue button.

r

For Applicants About Grants.gov Resources For Agencies

[ .
B GRANTS.GOV™ Contact Us  SiteMap Help Home
Welcome, Home > For Agencies > Manage Application Package Templates = Mew Application Package Template

Cynthia Nguyen
of GrantsGovAdmin

Manage Agency User
Profile

Published Opportunities
Applicant Report

O ganization Report
Set Closing Date Limits
Submission Report

CREATE PCATE : STEP 1

Fafm Families:*

o

Select a Form Family

R &nd R Family
SF-424 Short Organizational Family
GF424 Family

SF424 Individual Family
SF424 Mandatary Famiy
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On the Create New Application Package Template screen, start to enter the
information for the template. You will only see the forms that have been
developed to be used with your selected forms family.

, For Applicants About Grants.gov Resources For Agencies
[
_— GRANTS.GOV® Contact Us SiteMap Help Home
- ~
Welcome, Horm ckage Templates > Create New Application Package Template

Cynthia Nguyen

of GrantsGovadmin .

CREATE NEW APPLICATION PACKAGE TEMPLATE

Manage Agency User

Profile . H
This screen allows you to create new application package templates that can be used to create an application package for a

Published Opportunities specific funding opportunity based on the template.

Applicant Report q 5
When you have made the necessary revisions, click the "Save" button to save the modifications.

Organization Report

Set Closing Date Limits Click the "Cancel" button to return to the Manage Application Package Templates screen without saving any revisions.
Subimission Report Please note that creating and editing templates has no effect on opportunities already published in Grants.gov.
Manage Opportunities
) , Form Family: SF-424 Short Organizational Family
Assign Agency Tracking N
Number Package Name:
e Available Forms Mandatory Forms
acks f
Eackaye Templates Attachments Application for Federal Domestic Assistance-Shaort O
View All Submitted Buduet Infarmation for Mam-Construction Programs (SF-4244] (Required)
Applications BtidastiHaricti el iachment Boim No Additional Foims/Attachmers
CSREES Supplemental Information
Applicant Audit Report DOl Project Details
ED FIPSE Budaet Summary
Get Version ED FIPSE Consortium Pattners |dentification Fam
i . ED FIPSE Project Title
Retiieve Submitted Key Contacts
Applications NE Diganization And Project Profile
NEA Supplemental Information
Logout of Grants.gov MEH Budget .
Other Attachments Form Optional Forms
Prriinrt Ahstrant T e e S -

Enter a name for the application package template in the Package Name field.
This field must be completed in order to create the new application package
template.

The Available Forms box lists the documents and forms that can be included
in the template. Note: The SF-424 is a required form for all applications. To
assign the forms that are not required but may be used to provide additional
support for the application, select the form name by clicking on it. Then click
the double arrows pointing toward the right >> next to the Optional Forms
box.

To assign the forms required for the application, select the form name by
clicking on it and click the double arrows pointing toward the right >> next to
the Mandatory Forms box. To remove a form from the Mandatory Forms or
Optional Forms box, select the form name by clicking on it. Then click the
double arrows pointing toward the left << next to the appropriate box.

If you do not want to save new the application package template, click the
Cancel button at the bottom of the screen. You will be returned to the Manage
Application Package Templates screen where the new application package
template will not appear.

OR

If you want to save the new application package template, click the Save
button at the bottom of the screen. You will be returned to the Manage
Application Package Templates screen where the new application package
template will appear.
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Modifying Application Package Templates

To modify an existing application package template, click the Manage
Application Package Templates link on the left of your screen.

Note: Modifying application package templates has no effect on application
packages already published on Grants.gov.

This will take you to the Manage Application Package Templates screen.
This screen displays the available application package templates.

, For Applicants About Grants.gov Resources For Agencies
I :
ht—’ GRANTS.GOV® Caontact Us  SiteMap Help Home
Pl
welNome, Home = For Agencies > Manage Application Package Templates
Cyntia Nguyen
of GragtsGovAdmin
Manage Ayency User
[ Delete Template ]
Owning Agency Included Forms
Natianal Endawment for ¢ Hurnanities andatory;(s )2 shor
Optional: Mone
Natianal Endawment for the Hurmanities Mendatony: S 4 Snchidua)
Optional: Mone
e Mandatory: SupplernentaryCoverSheetforNEHGrantPrograrms,
Submission Report 00000MEH-Ehoriatt Mational Endowment for the Humanities Attachments, SF424_Short
Manage Opportunities EpInaIEONE
- R Mandatory: SupplementaryCoverSheetforhEHGrantPrograms,
Assign Agency Tracking 00000MER-ShortSupp National Endowment for the Humanities SF424_Short
Humber Optional: Mone
Manage Application e~ &Y Agency Mandatomosu_dgeti_sljazundwma\
Package Templates [l
Mandatory: Budget, SF424_Individual
View All Submitted 00ABCD3-DEMO V&Y Agency Optional: Norve
Applications
) ) 0ABCDE-DEMOY V&V Agency Mandatory: Bu!ﬂgel,-E‘,Fﬂdilndlwdua\
Applicant Audit Report Optional: Mone
3 ] & Mandatory: Budget, SF424_Individual
Get Version O0AGEB-Demo V&Y Agency Optienal: Mone
Retrieve Submitted 3292007KV-RandREmily IvEY Agency Mandatory: RR_SF424, RR_SubawardBudget, RR_Budget
Applications Optional: Mone
Logout of Grants.qov 0331-KY-BUD V&V Agency DI N o R T T IR
Optional: Mone
0331-KV-RR V&V Agency Mandatory: RRiE‘,F_dM, RR_SubawardBudget
Optional: Mone "
& S @ Internet

Select the application package template that you want to modify by clicking in
the checkbox in the first column of that template’s row.

Click the Modify Template button at the top of the page.

This will take you to the Modify Existing Application Package Template
screen.

Make any necessary revisions.

If you do not want to save the changes you made to the application package
template, click the Cancel button at the bottom of the screen. You will be
returned to the Manage Application Package Templates screen and the
revisions will not be saved.

OR
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If you want to save the changes you made to the application package
template, click the Save button at the bottom of the screen. You will be
returned to the Manage Application Package Templates screen and the
revisions will be saved.

Note: The changes you made to the template will not be reflected in
application packages that have already been published using the template.
You will need to modify the application package and reselect the template in
order for those changes to be reflected.

Also, you will only be able to modify templates that belong to your agency. You

may give it a different name and save the template to your organization as the
screen shot example above displays.
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Deleting Application Package Templates

To delete an existing application package template, click the Manage
Application Package Templates link on the left of your screen. Note:
Deleting application package templates has no effect on application packages
already published on Grants.gov.

This will take you to the Manage Application Package Templates screen.
This screen displays the available application package templates.

I

GRANTS.GOWV™ Contact Us SiteMap Help Home

For Applicants About Grants.gov Resources For Agencies

f(r

Welconmg, Home = For Angencies = Manage Application Package Templates
Cynthia Nguyen
of Grants§ovAdmin

MANAGE APPLICATION PACKAGE TEMPLATES
[ Modify Template ] [

I

Create Template I Delete Template

Template Name Owning Agency Included Forms
Applicant Report 00000-NEH-Shaortinst Mational Endowment for the Hurmzmite TR Sl L
Optional: None
Organization Report
A DODOONEH-INDY National Endawment for the Humanities e
Set Closing Date Limits ptional: None
. Mandatery: SupplernentaryCoverSheetforNEHGrantPrograms,
Submission Report 00000NEH-ShortAtt Mational Endowrment for the Humanities Aftachments, SF424_Short
Manage Opportunities Optional: None
. - Mandatory: SupplementaryCoverSheetforMEHGrantPrograms,
Assian Agency Tracking 00000MNEH-ShortSupp Mational Endowment for the Humanities SF424_Short
Humber Optional: None
Manage Application 00ABC-Demo IEY Agency Mandatory: Elu!:lgel, SF424_Individual
Package Templates Optional: None
Mandatory: Budget, 3F424_Individual
View All Subimitted 00ABCD3-DEMO IVEY Agency v et |

fmtianal* knne

Select the application package template that you want to delete by clicking in
the checkbox in the first column of that template’s row. Note: You will not be
able to delete application package templates that your agency did not create.

Click the Delete Template button at the top of the page. This will take you to
the Delete Application Package Template Verification screen.
)

For Applicants About Grants.gov Resources For Agencies

h_h_-_-b: GRANTS.GOV® Contact Us  SiteMap Help Home

Manage Agency User - . - - —
I;l‘oli‘le | Home > Faor Agencies > Manage Application Package Terplates = Delete Application Package Template Verification
Set Avency Level

DELETE APPLICATION PACKAGE TEMPLATE VERIFICATION
Create Agency

Modify Agency ou are about to delete this Package Template from the Grants.gov database, Please review the details of
Published Opportunities the template below and make absolutely sure that yvou wish to delete it, before pushing the "Delete"
button below:.

Applicant Report
Organization Report Please note that creating and editing templates has no effect on opportunities already published in Grants.goy
Manage Opportunities

Assign Agency Tracking
Number

Template Name: JKeyes Testl
Mandatory Forms: gydget Information for Non-Construction Programs (SF-4244)

Mane

Delete Cancel

Manage Application
Packaqge Templates

Manage Agency Users

Vinue AN Corhenittadd

Click the Delete button to permanently remove the Tisted template. OR Click
the Cancel button to return to the previous screen without deleting the listed
template.
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Retrieving Submitted Applications

To retrieve and download the applications submitted to your agency, simply
click the Retrieve Submitted Applications link on the left of your screen.

This will take you to the Retrieve Submitted Applications screen.
Select the applications that you want to download by clicking the checkbox in
the corresponding application’s row.

, For Applicants About Grants.gov Resources For Agencies

h-!: GRANTS.GOVY Contact Us  SiteMap Help Home

Manage Agency User X . -
I;I‘Oli‘I'e ! Home = For Agencies = Retrieve Submitted Applications

. )
Set Adency Level Please note that grant applications submitted by the applicants to Grants.gow may take up to 48 hours to process before

they are available to the agencies for download. Onee a subrmission is received, Grants.gov sends two email messages to
the applicants. The first email confirms receipt of the application by Grants.gov. The second email indicates that the
application has either been successfully validated by Grants.gov or has been rejected due to errors,

If the application is successfully validated and subsequently retrieved by your agency from Grants.gov, the applicant
receives an additional email. This email may be delivered to the applicant several days or weeks from the original date of
their submission, depending on when your agency retrieves the application from Grants.gov.

RETRIEY UBMITTED APPLICATIONS
r Date/Time
cnmp!tltlnn Id |Grants.gov # |Program Name Received

GOIT-DUNE  28-Apr-07
00-Test  12:31:32 Ab

GOIT-DUNE  28-Apr-07
00-Test  11:69:44 A

HNumber

Manage Application
Packagle Templates

Manage Agency Users

View All Subinitted
Applications

Applicant Audit Report

Relrieve Submitted!
Applications:

GRANTODDT 2784 Grants.gov Applicant 325 Testing

001 GRANTODDT 2782 Grants.gov Applicant 325 Testing

Logout of Grants.gov

4

g
€0 Y Y —

Click the Continue Download button to download the applications. This will
begin the retrieval process.

To return to the previous screen without downloading the applications, click
the Back button.

OR
To download the listed applications, click the Download Applications button.

This will open the File Download screen and you will be prompted to save the
application to your computer.
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Click the Save button. This will open the Save As window.
- File Download E|

9 Some files can harm pour computer. [f the file information below
».."/ looks suspicious, or pou do not fully trust the source, do not open or
zave this file.
File name: TAGZ0030807 175445, zip
File type:  WinZip File

From: egrantsdb, row,com

wiould pou like to open the file or save it to your computer?

’ Open ] | Save | [ Cancel ] ’ Mare Infa

Always ask before opening thig tpe of file

Note: If you click the Open button, the zip file will appear empty. You must
save the application before opening it.

Savejn: | L3 ibm v ¢ ¥ = G-
Y | icall center @TAGZDMDSDE‘ISZSZS.HD
4 ’) |[J)content @TAGZDD30806193224.2iD

My Recent |Z)Grantee IDEAS update routine @TAGZDMDSD?IGSSID.HD
Daocuments |Z)Grantor IDEAS update routine @TAGZDMDSD?I?S%S.HD

= |2y Grants_edcamm_comn_backup
L% |- graphics
Desktop (Dlags

[JRSVP
| screenshots
| training
- karound
My Documents (Dworkaroun
|Sworkplans
i @TAGZDDSDSDSIZ‘?DQ.HD
e J 5 @TAG20030?08180133.zip
Y ) TAG200308061 20627 2ip
My Computer
‘P} File name: AG20 75645, zip| w
by Metwark. Save as lype: Wwirip File v

Select the location where you want to save the application and click the Save
button.

This will return you to the Retrieve Submitted Applications screen where the
Acknowledge Completion of Download button will be active.

Verify that the application downloaded properly to your computer and then
click the Acknowledge Completion of Download button. This will complete
the download process and return you to the Retrieve Submitted
Applications screen where the application will no longer appear.

If you need to “re-retrieve” an application, simply click the View All Submitted
Applications link on the left of the screen.

This will take you to the View All Submitted Applications screen where all
applications submitted to your agency will be listed.
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Select the applications that you want to download by clicking the checkbox in
the corresponding application’s row.

Click the Download Applications button to download the applications.

This will begin the retrieval process.

To return to the previous screen without downloading the applications, click
the Back button.

OR
To download the listed applications, click the Begin Download button.

This will open the File Download screen and you will be prompted to save the
application to your computer.

| File Download §|

L ] Some files can harm your computer. I the file information below
\_“(} look.s suspicious, or wou do not fully tust the source, do not open o
zave this file.

File name: TAGZ0030807175445, zip
File type:  WinZip File

From: eqgrantsdb, raw,com

Ywould vou like to open the file or save it to your computer?

’ Open l [ Save | ’ Cancel ] [ Maore Info

Always ask before opening this type of file

Click the Save button. This will open the Save As window.

Save As E‘E|
Savejn | 3 ibm “ €] ¥ =
Y :jca\l center @TAG20030806132623.2ip
:3 Icontent B TAGZ00308061 93224 2ip

MyFecent  |C)Grantee IDEAS update routine  E3JTAG20030807165810.2ip
Documents I Grantor IDEAS update routine @TAGZUUSUED?ITEMS.W
— |2 Grants_edcommm_com_backup
ICaraphics

Desktop | |loas

IZ5RsvP

) screenshots
J ke aining

Iworkaround
ICworkplans
@TAGZDDSDSDEIZ‘?DQ.ZiD
::‘;L‘g @TAGZDDSD?DE]EDIES.Z\F

@TAGZUUSUSUG]ZUGZ?.Z\D

by Computer
‘_:’] File name: A 5645, zip| v
>
My Netwark Save as lype WirZip File i

Select the location where you want to save the application and click the Save
button.

GRANTS.GOV Page 54 of 70



Assigning Agency Tracking Numbers

Assigning agency tracking numbers allows you to assign a unique number to a
submitted application that your agency can use internally for application
identification.

Before you can assign a tracking number, you will need to retrieve the
submitted applications. This procedure can be found in the Retrieving
Submitted Applications topic.

To view the submitted applications which need a tracking number assigned,
click Assign Agency Tracking Number on the left of the screen.

This will open the Assign Agency Tracking Number screen. This screen
displays a list of the submitted applications which have not been assigned an
agency tracking number.

\ ’ For Applicants About Grants.gov Resources For Agencies
-
L_h-—-— GRANTS.GOV® Contact Us  SiteMap Help Home

-
welcome, Home = For Angencies = Assign Agency Tracking Number

Cynthia Nguye)

of GrantsGovAdm)
Agency level:
ZHARP - XHarp Agenc

N AGENCY TRACKING NUMBER

Manadge Agency User

Profile Opportunity Num. Grlnts.gnv #

COMPID- GRANTODO7ITIS  D6-Anr-07 03:44:35 PM

Date/Time Received |Agency Tracking #
Set Agency Level 23.001 TEST-ISAAC-001

Create Agency

Modify Agency
Published Opportunities
Applicant Report
Organization Report

Set Closing Date Limits
Submission Report

Assion Anency Tracking:
Humber

Mama reatith
Package Templates

Manage Agency Users

View All Submitted
Applications
Annlicant Audit Renart

@_‘]Dona S @ nkernet

s

To assign a tracking number to an application, simply enter a number in the
Agency Tracking # field of that application’s row.

Click the Apply button. The application will no longer appear on the list. You

can view the change by clicking the View All Submitted Applications link on
the left of the screen.
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Managing Agency Users

This section of the site enables you to create, modify and delete agency users
as well as reassign agency user roles.

To create a new user click on the Manage Agency Users link on the left
menu.

This screen displays the users currently registered with the agency or
agencies that you represent.

’ For Applicants About Grants.gov Resources For Agencies
.
h-_-r GRANTS GOVY Contact Us SiteMap Help Home
Manage Agency User
Profile Home = For Agencies > Manage Agency Users

Set Agency Level
Create Auency
Madify Agency

2 Y USERS
l Reassign Roles I [ MDdifyUser]

Delete User ] [Reiresh

Published Opportunities Urganization Users
= u Ahu-Fadel, Marnan
Applicant Report
3 i u Baird, Christopher
Oraanization Report
5 o u Bridges, Anisa
Set Closing Date Limits
u Callins, Aaron
Submission Report .
u Creative, TMP
Manage Opportunities .
u Daniels, Sarah
Assign Agency Tracking u Er——
Humber saln, Melissa
Ny Manae Applcation | = | (D L
P u Govadmin, Grants
Manage Agency Users u Hamilton, Angela
oW I u Hamilton, Angela
Applications u Heflin, Dawn
Applicant Audit Report u Hibbard, victoria
Get Version u James, Keenon
Retrieve Submitted u Johnson, Jack
Applications u 5
Lifard, John
Logout of Grants.qov b’ B
P = u Lopez-Buitrago, Anne 2
:EI] Done L L11] é e Internet

To reassign user roles, select the user that you want to modify by clicking in
the checkbox in the user’s row and then click the Reassign Roles button.

To modify an existing user’s profile, select the user that you want to modify by
clicking in the checkbox in the user’s row and then click the Modify User
button.

To delete an existing user, select the user that you want to delete by clicking in
the checkbox in the user’s row and then click the Delete User button.
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Reassigning Roles

To reassign user roles, click the Manage Agency Users link on the left of your
screen.

This will take you to the Manage Agency Users screen.

This screen displays the users currently registered with the agency or
agencies that you represent.

’ For Applicants About Grants.gov Resources For Agencies
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Select the user you want to modify by clicking in the checkbox in the first
column of that user’s row.

Click the Reassign Roles button above the listed users.
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This will take you to the Reassign User Roles screen.

’ For Applicants About Grants.gov Resources For Agencies
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The Current Roles table lists the roles which are currently assigned to the
user.

To add a role to the user, select the role that you want to assign to the user in
the Remaining Roles table by clicking it. Then click the double arrow pointing
to the right >>. The role will move from the Remaining Roles table to the
Current Roles table.

To remove a role from the Current Roles table, select the role by clicking it
and then click the double arrow pointing to the left <<. The role will move from
the Current Roles table to the Remaining Roles table.

If you do not want to save the changes to the user roles, click the Cancel
Reassign button at the bottom of the screen. You will be returned to the
Manage Agency Users screen and the changes will not be saved.

OR

If you want to save the changes to the user roles, check the box on the screen
stating that you have verified the users and their authority to be assigned the
roles you have assigned. Then click the Continue button at the bottom of the
screen. You will be returned to the Manage Agency Users screen and the
changes will be saved.
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Role Definitions:
The Manage Packages role allows a user to publish application packages.

The Agency Grant Retriever role allows a user to retrieve applications that
are submitted to your agency.

The Agency Tracking Number Assigner role allows a user to assign tracking
numbers to submitted applications.

The Agency Template Creator role allows a user to manage application
package templates.

The Manage Agencies role allows a user to manage agencies.

The View Applications role allows a user to view the applications submitted
to your agency.

The Manage Synopses role allows a user to set-up grant synopses within
your agency’s grant opportunities.

The Agency Report Viewer allows a user to view applicant and organization
reports regarding their registration statuses.
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Modifying Agency User Profiles

To modify an existing agency user profile, click the Manage Agency Users
link on the left of your screen.

This will take you to the Manage Agency Users screen.

This screen displays the users currently registered with the agency or
agencies that you represent.
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Select the user profile that you want to modify by clicking in the checkbox in
the first column of that user’s row.

Click the Modify User button above the listed users.

Note: If you make revisions to a user’s profile, you will need to re-enter a
password for the user.
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This will take you to the Modify Agency User Profile screen.

** For Applicants About Grants.gov Resources For Agencies
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Make any necessary revisions.

If you do not want to save the changes you made to the user profile, click the
Cancel button at the bottom of the screen. You will be returned to the Manage
Agency Users screen and the changes will not be saved.

OR

If you want to save the changes you made to the user profile, click the Submit
button at the bottom of the screen.

You will be returned to the Manage Agency Users screen and the changes
will be saved.
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Deleting Agency User Profiles

To delete an existing agency user profile, click the Manage Agency Users link
on the left of your screen. This will take you to the Manage Agency Users
screen. This screen lists the users currently registered for your agency.
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Select the user profile that you want to delete by clicking in the check box in the
first column of that user’s row. Click the Delete User button above the listed
users.

This will take you to the Delete User Confirmation screen. Click the Delete
button to permanently remove the listed user.

OR

Click the Cancel button to return to the previous screen without deleting the
listed user.

If a user has the Manage Agencies role, they cannot be deleted until that role is
removed. If you try to delete a user with the Manage Agencies role you will get a
message that you need to “reassign roles” before deleting the user, and you will
get a Return button on the Delete User Confirmation screen rather than a Cancel
or Delete button.
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Managing Agencies

This section shows you how to create and modify agency/sub-agency profiles,
and set agency levels.

Note: If an agency or sub-agency needs to delete an agency or sub-agency you
will need to contact Grants.gov PMO to do so.

To modify your agency profile, click the Modify Agency link in the left menu.
To create an agency, click the Create Agency link in the left menu.
To set your agency level, click the Set Agency Level link in the left menu.

To modify an existing sub-agency, select the sub-agency that you want to modify
by clicking on the sub-agency’s name and then click the Set Agency Level
button above the list. Once you have set the agency level you can modify the
agency profile by clicking on the Modify Agency link in the left menu.

To modify the users of an existing agency, select the agency for which you want
to modify at the Set Agency Level screen. Then once you have set the agency
level, click on Manage Agency Users on the left menu. This will take you to the
Manage Agency Users screen where you can reassign user roles and modify
user profiles as well as delete users. For more detailed information about these
procedures, refer to the “Reassigning Roles”, “Modifying User Profiles” and
"Delete Users Profiles" topics.

AGENCY TIERS
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The Grants.gov tiers are linear in that the Tier 1 agency is referred to as the
“parent agency”. Tiers 2-6 are “sub-agencies” within the “parent agency”.

SAMPLE AGENCY
STRUCTURE

TIER 1

L= =

The above graphic is a sample of how the agency and sub-agency structure
might look. You may have numerous sub-agencies registered with the parent
agency.

How Agency Enroliment Codes Work

When you sign up as a new user, you are required to enter an Agency
Enrollment Code. This code designates to which agency you are assigned. The
Agency Enroliment Code is created from the Agency Code entered when
creating an agency. The code combines the Agency Codes of your agency and
those of your “parent” agencies, separating them by hyphens.

For example, if Tier 1’s agency code is T1, Tier 2’s agency code is T2, Tier 3’s

agency code is T3 and so on, and you wanted to register with the Tier 3 “sub-
agency,” your Agency Enrollment Code would be T1-T2-T3
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What You Can See When You Login

When you login to the For Grantors section of the site, you are logging into a
specific agency in a specific tier.

You will be able to view the following (depending on your assigned roles):
e The application packages created by the current agency you are logged
into

e The application package templates created by the current agency you are
logged into (you can copy but you cannot edit the templates from this
screen)

e The application packages which your agency created that have been
downloaded, completed and submitted by grant applicants. You will be
able to retrieve and assign agency tracking numbers to these applications.

e The users registered with your agency and the agencies which are one
tier below your agency.”

*To view the users of the agencies registered one tier below your agency, you
will need to change the Set Agency Level to the tier below the parent agency.
And then to view the users you will need to click on Manage Agency Users link
in the left menu.

e The agencies which are registered one tier directly below your agency.
For example, a user registered with a Tier 2 Agency will be able to see:

e All the application packages and package templates that his/her Tier 2
Agency created

e All the application packages that his/her Tier 2 Agency created which have
been downloaded, completed and submitted by grant applicants

e The users registered with his/her Tier 2 Agency

e The users registered with the Tier 3 agencies that are directly below
his/her Tier 2 Agency

e The Tier 3 agencies that are registered directly below his/her Tier 2
Agency
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Creating Agencies

To create a new agency, click the Create Agency link on the left of your screen.

This will take you to the Agency Profile screen.

' For Applicants About Grants.gov Resources For Agencies
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Enter the agency’s name in the Agency Name field. You only need to enter the
name for the specific agency that you are registering.

Enter a code for the agency which you are creating in the Agency Code field.
When the new agency is completed, it will have the prefix of the Parent Agency
and the newly created sub-agency. Example: HHS-NIH or DOD-AFOSR-DURIP
Enter the agency’s CFDA prefix in the CFDA Prefix field.

Enter a point of contact name for the agency in the Name field.

Enter the street address at which the agency contact works in the Address field.
Enter the city in which the agency contact works in the City field.

Enter the state in which the agency contact works in the State field.

Enter the zip code in which the agency contact works in the Zip Code field.

Enter the business phone number for the agency contact in the Tel field.
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Enter the business email address for the agency contact in the Email field.

Select the format for which applications will be able to be downloaded by clicking
the arrow next to the Application Download Format drop down box.

Select the email notification to the agency’s role manager by clicking the arrow
next to the Email Notification to Role Manager drop down box.

If you do not want to save the new agency, click the Cancel button.
OR

If you want to save the new agency, click the Submit button.
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Modifying Agencies/Sub-Agencies

To modify an agency or sub-agency click the Set Agency Level link on the left of
your screen.

This will take you to the Set Agency Level screen. This screen displays the
registered agencies that you represent. Select the agency or sub-agency profile
that you want to modify by clicking in the name of the agency or sub-agency in
the list.

Once you have selected the agency or sub-agency click Set Agency Level
button at the top of the screen. Then on the left menu click the Modify Agency
link. This will take you to the Agency Profile screen. Make any necessary
revisions.

r
[
= GRANTS.GOV*

For Applicants About Grants.gov Resources For Agencies
Zontact Us  SiteMap Help Home

Welcome, Horne = For Agencies = Modify Agency = Agency Profile
Cynthia Nguyen

of GrantsGovAdmin
Agency level:

HUD - US Department of
Housing and Urban
Development

Manage Agency User

AGENCY PROFILE

Agency Information:

Profile Agency Name: US Department of Housing and Urban Development |
Set Agency Level Agency Code: HUD
- CFDA Profix: 14

< e - Agency Point of Contact Information:

Published Opportunities
Applicant Report
Organization Report

Name:

Address Line 1; 457 7th Street, S

Set Closing Date Limits Address Line 2: Fioom 3156

Submission Report City: ‘“Washingtan

Manage Opportunities State: o

Assign Agency Tracking . i

Nuwfiber Zip Code: 20410

Manage Application Tel:

Package Templates 0

Email:

Manage Avency Users

e Agency enrollment code: HUD

View Al Subnined Grants.gov Preferences:
< > Application Download Format: ML, Form PDF. and Attached Files v
&] Done S @ Intermet

If you do not want to save the changes you made to the agency or sub-agency

profile, click the Cancel button at the bottom of the screen.

OR

If you want to save the changes you made to the agency or sub-agency profile,

click the Submit button at the bottom of the screen to save the changes.
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Set Agency Levels

To set a new agency level, click the Set Agency Level link on the left of your
screen.

This will take you to the Set Agency Level screen. This screen displays the
registered agencies that you represent.
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[
h'h-._—-—- GRANTS . GOV® Contact Us  SiteMap Help Home
~ ~
Welcome, Home = For dgencies = Set Agency Level
Cynthia Nguyen
of GrantsGovAdmin
Agency level:
HHS-ACF - Administration 1
for Children and Familie AGENCY LEVEL
Profile SetAgency Lewvel
Set Agency Level
Modify Agency ] Lgencies
Published Opportunities B3 GrantsGavAdmin - Grants.gov
PR -] 0001 - General Dynamics Information Technology
‘u—'__ o E] 05152006 - Testl Agency
Oroanization Report [} 06222006 - Kama's Main Agency
Set Closing Date Limits E-{] 06232006 - Gaithersburg-1
Submission Report B0 099 - Raf's Agency
0 123 - Casper
Manage Opportunities -{3 1231 - Casper
Assign Agency Tracking -~ 2001 - Miven2
Number ~{) ABCD - Testing 123
Manage Application ~[) ACF - administration for Children and Families
Package Templates [) AFOSRL - &ir Force Office of Scientific Research
Manage Agency Users -0 AT - AT
~{) CDFI - DOT CDFI
View Al Submitted [ cHECS - Corparation for National and Community Service
Applications v ~{) DL& - Defense Lagistics Agency
LS » -] DLA1 - Defense Logistics Agency b
@'] ~~~~~ 2 & Internet

Select the agency level by clicking on the name of the agency you wish to be set
to and then select the Set Agency Level button at the top of the list.

You will now be in the level that you selected. Reference your name with the

agency you selected in the left-hand top side of the screen. It should now say
your name with the level you are currently in underneath your name.
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Viewing Applications

To view the applications submitted to the agency or agencies that you represent,
click the View All Submitted Applications link on the left of your screen.

This will take you to the View All Submitted Applications screen.

You can also re-retrieve submitted applications from this screen. For more
information, refer to the Retrieving Submitted Applications topic.
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